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O111/2005 04:23 PM boe
Subject Responses to RFP OSCA 5-11-01 Clarification Request

Mgy e e

Ms. Mevyer,

Attached are the responses to your questions. Should you have any further questions, please let us know.

BusCormm Incorporated would very much like to continue the relationship we have with OSCA.

Best Regards,

Sheidla Stein
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Subject: Fw: RFP OSCA 05-011-01 Clarification Request

The evaluation committee of OSCA 05-011-01 for Digital Sound Recording
Systems has the following questions regarding your proposal. Please respond to
the questions by either e-mail or fax by January 14, 2005. If you have any
questions regarding this request, please contact me only.

1. Please clarify If the training fee of $500.00 per training class is for all training
or only for additional training after initial installation and training.

The $500.00 training fee applies to both an original install and
additional training classes after initial installation and training.

2. Please clarify on page 33 of the proposal what the term CPI-{ means.
Consumer Price Index — Urban (As of September, 2004 it was 2.5%)
3. Please clarify whether the warranty is 90 days or 1 year for all products.
Software License indicates 90 day warranty period only and the pricing page
indicates a 1 year warranty period.

The warranty period is for 90 days on all hardware and software.

4. What is included in software maintenance, does this include software
upgrades if new versions?

Software maintenance includes all same version updates but not
updates to a new version.

5. Is there any discount for changing an existing court from an older version of
FTR Gold to the current version?

OSCA will only need to purchase an upgrade to the software rather
than purchase the entire new version of software.

6. Please clarify whether proposed system requires Windows XP for audio and
video, or only video.

FTR The Record Reporter V3.2 requires Windows XP Professional SP1
and SP2 for Audio and Video. For Audio only, Windows XP SP1 is
required.
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BusComm Incorporated

‘ ‘ ' Executive Summary

Since March 1972, BusComm Incorporated’s expertise in business communication
applications has grown and evolved as we have provided unique solutions to match our
customer’'s needs. During the past 32 years, not only has technology changed
dramatically, our customer's needs have changed as well. At BusComm, Innovators in
Business Communications, we maximize our customer's potential by matching emerging
technology, reliable systems and responsive service to their changing needs.

Today we are providing digital voice technology solutions for customers with various
needs, such as: court recording, call and voice processing, dictation, medical
transcription, voice recognition, voice logging and general business communication. Our
clientele has grown in the thousands as we continue to provide you, our customer, with
state-of-the-art business communication solutions and support.

BusComm Incorporated is the certified dealer for FTR-Gold Digital Recording Systems in
Missouri and lllinois. We have the capability of delivering upgrades and enhancements,
as they become available or as your further needs require them. We store a compiete
line of spare parts in St. Louis. BusComm provides full service and support - to include
sale, installation, training and 24-hour service.

Our Mission:

BusComm's mission is to enhance our customer's ability to communicate by providing
leading edge information management solutions and high quality technical support. We
accomplish this through a team of skilled and motivated employees that are committed
to satisfying the needs of our customers — ensuring a sustainable and profitable
organization.

We Provide Customer Support:

« Sales professionals who understand the challenges you experience and can
recommend solutions, not just hardware.

+ Dedicated training and support professionals who provide thorough training for your
staff and are available 24 hours a day, seven days a week. “We're there when you
need us.”

We Provide Responsive Service:

Experienced professionals including Certified Network Engineers, Programmers, Field
Engineers and Factory Trained Service Technicians. Service is offered 24 hours a day,
7 days a week and 365 days a year

Any additional training materials required to allow you to gain the most effective use of
your Court Recording Solution is included during warranty and under subsequent service
contracts. On-going training or training of additional staff after the initial training included
in the purchase is available upon request at a rate of $125.00 per hour with the one-year
warrarnty.

Office of the State Courts Administrator December 8, 2004
www. bLscommine.com




1. INTRODUCTION AND GENERAL INFORMATION
1.1 Introduction:

1.1.1 This document constitutes a request for competitive, sealed proposals for the acquisition of digital sound
recording systems as set forth herein.

1.2 Pre-Proposal Conference:

121 A pre-proposal conference regarding this Request for Proposal will be held on Tuesday, November, 16, 2004, at
1:15 p.m., in Room B of the Alameda Building, 121 Alameda Street, Jefferson City, Missouri.

1.22 All potential offerors are encouraged to attend this conference in order to ask questions and provide comments on
the RFP. Attendance is not required in order to submit a response; however, offerors are encouraged to attend
since information relating to this RFP will be discussed in detail. Offerors should bring a copy of the RFP since it
will be used as the agenda for the pre-proposal conference.

123 Offerors are strongly encouraged to advise the Office of State Courts Administrator within five (5) working days
of the scheduled pre-proposal conference of any special accommodations needed for disabled personnel who will
be attending the conference so that these accommodations can be made.

1.3 Background Information:

1.3.1  The Office of State Courts Administrator {OBCA), the administrative component of the Missouri Supreme Court,
is seeking to establish a contract for the acquisition and on-going maintenance of digital sound recording systems.
Individual courts and OSCA must be able to purchase off the established contract for a period of three (3) years
following award of contract.

1.3.2 Divisions of the Circuit Court are located in all 114 counties of the state and in the independent City of $t. Louis.
A circuit or associate circuit judge presides over each division of the Circuit Court; there is at least one associate
circuit judge in each county. Commissioners may also hear certain types of proceedings. There are now
approximately 136 circuit judges, 186 associate circuit judges and 33 commissioners in the Circuit Court.

1.33  Section 485.040, RSMo provides for circuit judges to appoint court reporters to, preserve the record. It also
provides for a circuit judge who serves as the judge of the probate division to use a court reporter or to preserve
the record with approved electronic, magnetic or mechanical devices. There are nine circuit judges who have
probate jurisdiction,

1.3.4  Section 478.072, RSMo, provides that in any case assigned to an associate circuit judge to be heard on the record,
“the associate circuit judge shall utilize electronic, magnetic or mechanical sound or video recording devices, or a
court reporter, or a stenographer for purposes of preserving the record. .. Electronic, magnetic, or mechanical
recording devices shall be approved by the Office of State Courts Administrator prior to their utilization by any
associate circuit judge.”

1.3.5  Proceedings heard by commissioners are also recorded by “electronic, magnetic, and mechanical devices.”

1.3.6  While the state pays the salaries of judges and other court staff, court operating expenses are the responsibility of
the local jurisdictions. As a consequence, there are considerable variations in facilities and equipment. Some
court functions are performed in new or remodeled buildings, where the electrical systems meet current standards,
sound recording equipment has recently been purchased, and courtroom acoustics are good. In other situations,
the buildings are old, wiring is inadequate, the sound recording equipment is not fully functional, and the
courtroom acoustics are poor,

OSCA-05-011-01
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1.3.7  Primary court operations are housed in the courthouse, which is located in the county seat of each county. A few
counties maintain courthouses in more than one city in the county, e.g., Jasper County with courthouses in J oplin
and Carthage and Jackson County with courthouses in Kansas City and Independence. It is not uncommon for the
county to maintain court facilities in the courthouse as well as in a separate facility or annex nearby.

1.38  The number of judges and court staff working in each county varies considerably. There are more than 30 Judges
and 200+ court personnel in each of the three metropolitan courts (Jackson County, St. Louis County, and St.
Louis City). Judges and staff in these locations typically specialize, i.e., the judges handle certain types of cases
and the staff have a limited range of duties, which may include, for example, running the sound recording
equipment and producing the log. Some of the smaller counties have only one judge who hears a wide variety of
cases; these counties may have no more than 3-4 clerical staff working in the court, all of whom have a wide
range of responsibilities, only one aspect of which may be running the sound recording equipment.

1.3.9  Most courts, even in the smallest counties, have at least two courtrooms, one for an associate circuit judge and
one for a circuit judge. While the services of a court reporter are generally available to the circuit judge,
equipping the circuit judge’s courtroom with a sound recording system allows cases to be heard on the record
when a reporter is not available.

1.3.10 Transcription of the recording is required on appealed cases, guilty pleas, parole revocations, preliminary hearings
involving homicide, and on proceedings where a judge has requested a transcript to be used as an aid in rendering
a decision. Preparation of the transcripts must be both timely and accurate. Most appellate transcripts are due
within 90 days of the filing of the notice of appeal. Appellate cases involving the custody of a juvenile are due
within 30 days from the filing of the notice of appeal. Transcripts must be certified by either an official court
reporter or by OSCA. While some transcripts are prepared locally, most are produced either by the Central
Transcription Service (CTS) at OSCA in Jefferson City or independent contractors. In FYO!, CTS began
contracting with independent agents to meet the demands for timely and accurate transcripts.

341 Missoun’s judiciary is currently utilizing an automated case management system (JIS), which should be
operational in all divisions of the Circuit Court in 2004. The system is a product of ACS Government Services.
An interface between JIS and the digital sound recording system is desirable.

1.3.12  Although an attempt has been made to provide accurate and up-to-date information, the Office of State Courts
Administrator does not warrant or represent that the background information provided herein reflects all
relationships or existing conditions related to this Request for Proposal.

2. PRODUCTS AND SERVICES

2.1 System Functionality:

2.1.1  The recording system must record the court’s proceedings and store the recording in a digital format,

2.1.2 The recording must be time-stamped by the system in increments no greater than one second.

2.1.3  The recording system must record on at least four channels.

214 The recording system must provide for input from a minimum of four microphones, positioned to capture & high
quality of sound from the judge’s bench, the witness stand, the counsel table for the plaintiff/petitioner and the

counsel table for the defendant/respondent.

2.1.5  The recording system must be installed and configured to allow immediate playback of a selected portion of the
recording while continuing to record on a minimum of four channels.

OSCA-05-011-01 3
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The recording system must record within a minimum bandwidth of 150 Hz to 7.5 kHz.

The recording system must be capable of storing a minimum of 12 hours worth of audio recording on four
channels without changing storage medium.

The recording system must contain radio frequency suppression circuits and/or shielding guaranteed to prevent
pickup of radio frequency interference.

The recording system should be capable of recording video and audio input simultaneously.
Annotations/Session Setup:

The recording system must include an integrated note-taking utility, which allows the operator to take notes that
are tied to time-stamps marking particular sections of the audio recording.

a. The time-stamp must be entered when the note is begun, rather than when it is completed.

The recording system must allow notes to be added or changed during and after the court proceeding without the
necessity of exporting, editing in a different program, and re-importing to the system.

The recording system should provide a utility that allows users other than the operator to take notes and link them
by time-stamp to the recording.

The recording system should permit users to add private notes,
a. Private notes shall only be accessible to the author or to designated personnel.

The recording system must incorporate user-defined “hot keys” which assign specific text to function kevs and
“pick lists” which permit the operator to designate selections from a pull-down menu.

The recording system must allow annotations associated with specific audio files to be printed.
The recording system must be to permit a search through the annotations to find specific material for playback.
a. The annotation corresponding to the audio segment being played back must be visually identifiable.

The recording system must permit entry of session set-up information, e.g., date and time, judge, case number,
style of case, etc. at any time prior to commencement of the proceeding.

a.  This information must be stored with the digital audio file.

b, Text fields for session set-up information and annotations must be a minimum of 2,000 characters in size.

The recording system must allow the operator to modify font, font size, window size, and spacing of text for the
session set-up information and annotations.

Playback/Transeription:
Transcription software must be available free of charge to download from the internet.

The recording system must allow simultaneous playback of the audio and video recording, if video recording is a
component of the system.

ORCAOSO11-01 4
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2.6

2.6.1

The recording system must permit playback of the same recording from multiple networked locations
simultancously,

The recording system must provide, at a minimum, for the recording captured by the system to be searchable by
the system, through any combination of case name, case number, parties, attorneys, judges, time-stamp, keyword,

date, or session notes,

The recording system should allow the recording captured by the system to be searchable by the system by
Soundex.

The recording system must provide playback of the recording within a minimum bandwidth of 150 Hz to 7.5 kHz.

The recording system must provide a recording that allows transcribers to be able to isolate and playback at least
four discrete channels, adjust volume on each channel, and view any related annotations.

The recording systemn must support standard peripheral devices used in transcription including foot controls
designed to start, stop, rewind or advance the recording, and headphones.

The recording system should allow a specific case or segment of a recording within two time/date stamps to be
copied to a storage medium or transferred electronically.

Interface:

The recording system should allow individuals to enter commands or data using a mouse, function keys, touch
screen, and/or bar code scanner.

Druplication:

The recording system must be able to convert the digital recording to an analog recording device in both two-
channel and four-channel formats at a speed faster than real time.

The recording system must allow for duplication of four channels of digital recording onto a designated network
storage device,

Integration:

The recording systemn should select case information, e.g., style of case, case number, parties, etc., from the ACS
Justice Information System and copy it into the session set-up, avoiding the need for manual entry of indormation.

Backup/Recovery:

The recording system must create a backup (1.e. complete copy) of all files related to the recording including, but
not limited to audio files and annotations database.

The recording system must be able to restore files based on the backup created.
Archive:

The recording system must retain files for variable periods of time depending on case type and other criteria
established by the court. The recording system must allow specified cases to be retained for longer periods.

OSCA-05-011-01 5
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2.9.10

2.9.11

2.9.12
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Reliability/ Security:
The recording system must be configurable to allow for a minimum of three user account access levels.

a. Listener- A user account that has access to listen only to recordings authorized by the Operator or
dministrator.

Operator- A user account that may listen, create, annotate and manage access to recordings.

tor- A user account that can perform all system activities. This account must include user account
t, the establishment of user group(s) where similar accounts can be managed by group.

The recording system must segregate recordings and backups for access by individual user accounts.
The recording system must require the entry of a user ID and password allowing access to recordings.

The recording system must provide facilities to restrict a user’s account access {o specific functions within the
application by defined user groups.

The recording system must allow the administrator for each location, the capability to define and manage
minirnum password length for user accounts and to set an interval each user account will expire,

a.  Modifications fo security settings must be able to be invoked immediately without the requirement for
restarting the system,

The recording system must provide the same user restriction levels to back-up or copies of recordings that are
maintained by the system as for the original recording,

The recording system must store the signal to two or more designated network storage devices simultaneously to
ensure that the recording is captured in the event of failure of a storage device.

The recording system must continuously monitor all microphones and provide visual indication that each is
picking up a signal,

The recording system must continuously monitor the storage medium and provide visual indication to the operator
that the signal is being recorded. The operator must be able to monitor the stored audio through headphones.

The recording system must include microphones with sound muting capability.

The recording system must produce an audible alarm, which sounds at site defined intervs s, when the system has
been put in “pause” or “mute” mode, such as during a bench conference, to alert the operator to resume normal
operation.

The recording system must produce both visual and audible warning signals that the storage device is approaching

capacity and that the storage device is full.

i
-
i

signals indicating that the system is approaching capacity must be initiated so as to give the operator
sufficient time to switch to another storage device.

The recording system must prevent recordings from being over-written or altered.

The recording system st be able to indicate whether copies of files are identical to original files created by the
recording system.

OSCA-05-011-01 b
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Administration:

The recording system must provide utilities that generate basic reports on the status and contents of the system
files, e.g., active users, number of cases, storage utilization, elapsed time, system configurations, etc. The
recording system must be able to direct reports to a printer.

Technical Specifications:

The recording system must be compatible with Missouri court infrastructure standards (see Attachment 1).

The recording system must be configurable for client server, stand alone and portable installations.

The recording systern must have the capacity to direct output to the computer’s hard drive and to any widely
available network storage device specified by the system administrator.

The recording system should utilize the PC system clock to maintain the time-stamp.

PERFORMANCE REQUIREMENTS

Site Survey and Report:

The contractor must visit each courtroom and identify the audio requirements of each courtroom where an

installation is to occur and propose suitable equipment, including microphones, wiring, and mixers, for the

recording of a minimum of four channels.

The contractor must evaluate existing microphones and wiring for use in the digital sound recording system.

The contractor must provide a report to the court which contains at least the following:

a. a list of all required equipment giving make, model, description, part number, and cost:

b, alist of all existing equipment in the court that may be reused;

¢.  adrawing of the courtroom showing wiring and equipment locations. An electronic format (either Visio or
PowerPoint) is preferred;

d. any recommendations for physical change, e.g., installation of sound absorbing material, which would
enhance the audio recording; and

e. information on computer hardware and software requirements of the recording system including any
proprietary hardware,

The contractor may propose alternative implementations of the system.

Tostallation/Testing:

The contractor must coordinate with court personnel and OSCA Information Technology division to coordinate
and schedule installation prior to commencement of any work.

a. The OSCA Help Desk must be notified whenever an installation is scheduled.

The contractor must agree and understand that any individual participating in on-site installation, testing or
training may be required to successfully complete a criminal background check conducted by OSCA.

The contractor must install and test the recording system at the site(s) designated by the court. The courts will
furnish no material, labor or facilities unless otherwise indicated herein.

OSCA-05.011-01 7




3.2.4

3.3
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339

The contractor must provide and install electrical and/or microphone wiring for the recording system.

a.  Wiring must be done so as to minimize any visual disturbance to the aesthetics of the courtroom.
b.  Electrical and/or microphone wires should be hidden and must either be encased in conduit or otherwise
properly protected to prevent equipment damage or personal injury.

The contractor should provide a mixer capable of mounting under a desk surface and should provide mounting
hardware or bracket.

a. I an audio amplification system has been installed in the courtroom, the recording system must record from a
mixer,

The contractor must perform all testing, adjustments and equalizations prior to system acceptance. Testing must
insure an acceptable quality of signal in general trial, voir dire and bench conference situations.

4. Determination of whether the signal is of acceptable quality shall be by the administrator and the manager of
CTS. Their decision shall be final and without recourse.

Fraining:

The contractor must provide on-site, hands-on training to a minimum of two persons per courthouse, following
installation and testing of the system.

The contractor must include a training plan in the installation plan. This plan must include a written description
of the training approach, suggested court personnel to be trained, and the duration of the training.

The contractor must provide training on the transcription software to local court staff responsible for preparing
transcripts and a training session for a maximum of 10 staff in the CTS at the OSCA.

The contractor must provide training materials and reference manuals at the time the on-site training is conducted.
a. Materials are to be provided electronically in a mutually agreed upon format,
b. At least one printed copy of the materials is to be provided for each person receiving training,

c.  Court personnel as well as OSCA staff shall have the authority to copy, re-use or repackage any or all
mraterials that are provided.

The contractor must provide reference materials which incorporate procedures for running reports.

The contractor must describe the options for training staff who did not participate in the training at time of
installation and for training on system upgrades.

The contractor should provide trainers with education and experience in teaching operators to use the recording
systern.

The contractor should provide trainers who have an understanding of court proceedings, preferably the
proceedings of Missouri trial courts.

The contractor should solicit

Missouri judiciary that have received training and adjust these programs as needed.

OSCA-05-011-01 bt
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Warranty / Support / Maintenance:

The contractor must coordinate the installation of all support services and/or upgrade activities with the OSCA
Information Technology division in advance.

a. The OSCA Help Desk must be notified whenever the vendor receives a request for support service from the
courts.

The contractor must provide updated training materials and reference manuals with each upgrade.
a.  Materials are to be provided electronically in a mutually agreed upon format.

b, Court personnel, as well as OSCA staff shall have the authority to copy, reuse or repackage any or all
materials that are provided.

The contractor must offer technical and functional support programs which are capable of effective and timely
problem evaluation and resolution.

a. The contractor must provide technical reference manuals in electronic format in a mutually agreed upon
format.

b, The contractor must provide technical training for up to (10) OSCA technical support staff,
The contractor must provide a toll-free telephone number for support.

a.  Court personnel will be directed to first contact the OSCA Help Desk. If Help Desk staff determine that the
problem is with the contractor’s service or product, court personnel will be directed to contact the contractor’s
support team.

b. Assistance through the toll-free number must be accessible from at least § am. to 5 p.m. central time on
regular business days. The contractor must guarantee a call back within two hours on the same business day
if the call is received by 3 p.m. central time. If the call is received after 3 p.m., the contractor must guarantee
a call-back by 10 a.m. central time, the following business day.

The contractor should provide the option for courts to obtain responses to their questions and comments via e-
mail.

The contractor must have the capability to provide on-site support in any county in the state of Missouri and
should have support staff who reside and work in various regions within the state to minimize response time,

The contractor must guarantee parts replacement and/or completion of service for the contractor’s
equipment/product by 5 p.m. on the next business day, following notification, unless the court agrees to an
exiension.

Crtheg:

The contractor must function as the single point of responsibility for the state, regardless of any subcontract
arrangements for products and services provided. This includes assuming responsibilities and labilities for all
problems related to all hardware, software, and services provided. In all cases, the contractor is responsible for
mainienance, etc. Should the contractor decide to subcontract such responsibilities, the contractor shall retain
complete responsibility,

OSCA-05-011-01 G




4.4

4.4.1

The contractor shall agree and understand that the State of Missouri reserves the right to bid out any future
upgrades and/or replacements,

CONTRACTUAL REQUIREMENTS
Contract Period:

The original contract period shall be as stated in the Request for Proposal (RFF). The contract shall not bind, nor
purport to bind, the state for any contractual commitment in excess of the original contract period. The Office of
State Courts Administrator shall have the right, at its sole option, to renew the contract for three (3) additional
one-year periods, or any portion thereof. In the event the Office of State Courts Administrator exercises such
right, all terms and conditions, requirements and specifications of the contract shall remain the same and apply
during the renewal period, pursuant to applicable option clauses of this document.

Price:

All prices shall be as indicated on the Pricing Page. The state shall not pay nor be liable for any other additional
costs including but not limited to taxes, shipping charges, insurance, interest, penalties, termination payments,
attorney fees, liquidated damages, etc. The contractor shall be paid installation costs and/or maintenance/repair
costs provided that such costs are firm, fixed and specifically proposed in response to the Request for Proposal.
Failure to propose costs for installation and maintenance/repair shall not relieve the contractor from his/her
responsibility to maintain, install and/or repair all items, and any related costs for the service shall be considered
by both the contractor and the state to be included within the price stated in the contract.

Contractor Liability:

The contractor shall be responsible for any and all injury or damage as a result of the contractor's negligence
mnvolving any equipment or service provided under the terms and conditions, requirements and specifications of
the contract. In addition to the liability imposed upon the contractor on account of personal injury, bodily injury
(including death), or property damage suffered as a result of the contractor's negligence, the contractor assumes
the obligation to save the State of Missouri, including its agencies, employees, and assigns, from every expense,
liability, or payment arising out of such negligent act. The contractor also agrees to hold the State of Missourt,
including its agencies, employees, and assigns, harmless for any negligent act or omission committed by any
subcontractor or other person employed by or under the supervision of the contractor under the terms of the
contract,

However, the contractor shall not be responsible for any injury or damage occurring as a result of any negligent
act or omission committed by the State of Missouri, including its agencies, employees, and assigns.

Limitations of Contractor Liability:

Under no circumstances shall the contractor be liable for any of the following: (1) third-party claims against the
state for losses or damages (other than those listed above); (2) loss of, or damage to, the state's records or data: or
(3) consequential damages (including lost profits or savings) or incidental damages, even if the contractor is
informed of their possibility,

Contractor Liability for Patent/Copyright Infringement:

The contractor shall report to the state promptly and in reasonable written detail, cach notice or claim of patent or
copyright infringement based on the performance of the contract of which the contractor has knowledge.

OSCA-05-011-01 1o
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4.5.3

4.6.1

4.7

4.7.1

The state agrees that the contractor has the right to defend or at its option to settle, and the contractor agrees to
defend at its own expense or at its option to settle, any claim, suit or proceeding brought against the state on the
issue of infringement of any United States patent or copyright by any product, or any part thereof, supplied by the
contractor to the state under this agreement. The contractor agrees 1o pay, subject to the limitations hereinafier set
forth in this paragraph, any final judgment entered against the state on such issue in any suit or proceeding
defended by the contractor. The state agrees that the contractor at its sole option shall be relieved of the foregoing
obligations unless the state notifies the contractor promptly in writing of any such claim, suit, or proceeding, and
at the contractor's expense, gives the contractor proper and full information needed to settle and/or to defend any
such claim, suit, or proceeding. If the product, or any part thereof, furnished by the contractor to the state
becomes, or in the opinion of the contractor may become, the subject of any claim, suit, or proceeding for
infringement of any United States patent or copyright, or in the event of any adjudication that such product or part
infringes any United States patent or copyright, or if the use, lease, or sale of such product or part is enjoined, the
contractor may, at its option and its expense: (1) procure for the state the right under such patent or copyright to
use, lease, or sell as appropriate such product or part, or (2) replace such product or part with other product or part
suitable to the state, or (3) suitably modify such product or part, or (4) discontinue the use of such product or part
and refund the aggregated payments and transportation costs paid therefore by the state, less a reasonable sum for
use and damage. The contractor shall have no liability for any infringement based upon: (1) the combination of
such product or part with any other product or part not furnished to the state by the contractor, or (2) the
modification of such product or part unless such modification was made by the contractor, or (3} the use of such
product or part in manner for which it was not designed.

The contractor shall not be liable for any cost, expense, or compromise, incurred or made by the state in
conjunction with any issue of infringement without the contractor's prior written authorization. The foregoing
defines the entire warranty by the contractor and the exclusive remedy of the state with respect to any alleged
patent infringement by such product or part.

Contractor Status:

The contractor represents himself or herself to be an independent contractor offering such services to the general
public and shall not represent himself/herself or his/her employees to be an employee of the State of Missouri.
Therefore, the contractor shall assume all legal and financial responsibility for taxes, FICA, employee fringe
benefits, workers compensation, employee insurance, minimum wage requirements, overtime, etc., and agrees to
indemnify, save, and hold the State of Missouri, its officers, agents, and employees, harmless from and against,
any and all loss; cost (including attorney fees); and damage of any kind related to such matters

Subcontractors:

Any subcontracts for the products/services described herein must include appropriate provisions and contractual
obligations to ensure the successful fulfillment of all contractual obligations agreed to by the contractor and the
Office of State Courts Administrator and to ensure that the Office of State Courts Administrator is indermnified,
saved, and held harmless from and against any and all claims of damage, loss, and cost (including attorney fees)
of any kind related to a subcontract in those matters described in the contract between the Office of State Courts
Administrator and the contractor. The contractor shall expressly understand and agree that he/she shall assume
and be solely responsible for all legal and financial responsibilities related to the execution of a subcontract. The
contractor shall agree and understand that utilization of a subcontractor to provide any of the products/services in
the contract shall in no way relieve the contractor of the responsibility for providing the products/services as
described and set forth herein.
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4.10

4.10.1

Assignment:

The contractor shall agree and understand that, in the event the Office of State Courts Administrator consents {6 a
financial assignment of the contract in whole or in part to a third party, any payments made by the State of
Missouri pursuant to the contract, including all of those payments as med to the third party, shall be contingent
upon the performance of the prime contractor in accordance with all terms and conditions, requirements and
specifications of the contract.

Insurance:

The contractor shall understand and agree that the State of Missouri cannot save and hold harmless and/or
indemnify the contractor or employees against any liability incurred or arising as a result of any activity of the
contractor or any activity of the contractor’s employees related to the contractor’s performance under the contract.
Therefore, the contractor must acquire and maintain adequate liability insurance in the form(s) and amount(s)
sufficient to protect the State of Missouri, its agencies, its employees, its clients, and the general public against
anty such loss, damage and/or expense related to his/her performance under the contract.

Property of State;

All reports, documentation, and material developed or acquired by the contractor as a direct requirement specitied
in the contract shall become the property of the State of Missouri. The contractor shall agree and understand that
all discussions with the contractor and all information gained by the contractor as a result of the contractor's
performance under the contract shall be confidential and that no reports, documentation, or material prepared as
required by the contract shall be released to the public without the prior written consent of the Office of State
Courts Administrator.

Termination:

The Office of State Courts Administrator reserves the right to terminate the contract at any time, for the
convenience of the State of Missouri, without penalty or recourse, by giving written notice to the contractor at
least thirty (30) calendar days prior to the effective date of such termination. The contractor shall be entitled to
receive just and equitable compensation for services and/or supplies delivered to and accepted by the State of
Missouri pursuant to the contract prior to the effective date of termination.

Confidentiality:

To the extent the contractor may have access to any confidential information maintained by the state agency, or to
any report, return or other information received by the state agency in connection with the administration of the
tax laws of this state, the contractor shall comply with all applicable laws and regulations and, in particular, with
Missouri Revised Statutes, Section 32.057. Any person making unlawful disclosure of information in violation of
such Section shall, upon conviction, be guilty of a Class D Felony.

Substitation of Personnel:

The contractor agrees and understands that the State of Missouri's agreement to the contract is predicated in part
on the utilization of the specific individual(s) identified in the implementation. Therefore, the contractor agrees
that no substitution of such specific individual(s) and/or personnel qualifications shall be made without the prior
written approval of the state agency. The contractor further agrees that any substitution made pursuant to this
paragraph must be equal or better than originally proposed and that the state agency's approval of a substitution

shall not be construed as an acceptance of the substitution's performance potential. The State of Missouri agrees

that an approval of a substitution will not be unreasonably withheld.
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4.16

4.16.1

Payment in Advance:

The State of Missouri may make advance deposits/payment for sofiware maintenance {upgrades/new
releases/technical support-type agreements) only.

Software Licensing:
Perpetual Licensing
a. The contractor shall grant a perpetual, permanent, user-based software license, in which no other fees beyond

this single payment are required in order to use the proposed software indefinitely. It is highly desirable that
the contractor grants a perpetual, permanent non-cpu specific site license.

b. The State of Missouri understands that maintenance and/or technical support fees may be required monthly,
quarterly, or annually, in order to receive software updates (which include enhancements, corrections,
modifications, additions and later versions of the licensed product) and/or technical support. However, it
remains the sole option of the state to purchase maintenance or to decline this service. If the state chooses to
discontinue maintenance, the software would continue to be legally licensed for use.

¢. Any language or provisions contained in any “shrinkwrap” or “clickwrap” agreement shall be of no force or
effect if such provisions conflict with the terms of the contract.

d. The state shall not permit the licensed products, pursuant to this contract, to be used by any other person,
except for employees, agents, consultants of the State of Missouri (“Authorized Agency”), who need to use
the licensed products in the performance of their duties for the state and who are authorized and enabled by
the State of Missouri to access and utilize the licensed products. The state acknowledges that the licensed
products are proprietary and the intellectual property of the contractor and shall not be distributed or used by
any agency other than the authorized agency.

e. It is also understood that the following conditions may result in an additional one-time license fee being
required:

1) If'the license is a CPU license, and the state upgrades the cpu; or
2) I there is a "major update" to the software, ONLY IF the circumstances defining "major update” are

detailed in the original proposal response, and it is clearly stated in the original proposal response that this
will result in an additional license fee; or

3} I the license is based on the number of users and that number changes.
Intellectual Property Rights:

The contractor hereby warrants that it has and will continue to have free and clear title ( including all proprietary
rights) to any Products delivered to the State of Missouri or the right to license, transfer or assign any and all
products that are licensed, transferred, or otherwise provided to the State by the contractor pursuant to this
contract. Upon request of the State of Missouri, the contractor shall demonstrate that all aspects of the Licensed
Software are its original work or that the contractor is authorized to sublicense on the terms stated herein, The
State of Missouri shall not be liable in the event of loss, incident, destruction, theft, damage, etc., for the licensed
software. It shall be the contractor's sole responsibility to obtain insurance coverage for such loss in an amount
that the contractor deems appropriate.

OSCA-05-011-01 13




417  Governing Law:

4171 Th
Information Transactions Act (UCITA) or any substantially similar law, shall not govern any aspect of this
contract or any license granted hereunder,

ontract shall be construed according to the laws of the State of Missouri. NOTE: The Uniform Computer

4.18  Project Assessment Quotations

4.18.1 In the event the state agency desires additional services, within the scope of this agreement, the Project
Assessment Quotation (PAQ) process shall be used. The PAQ process shall be as follows.

STEP 1 PAQ REQUEST

The agency’s designated Project Director will present a written request for each PAQ to the contractor, in a
standard format, Request for Project Assessment Quotation., The agency’s request must explain in detail the
scope of the project and the tasks the agency desires the contractor to perform, including applicable business and
technical specifications.

STEP 2: DRAFT PAQ

The contractor must respond (within a prescribed number of days mutually agreed upon by the state agency and
the contractor) to each such PAQ request from the agency’s designated Project Director with a draft PAQ which
provides a statement of cost and time, technical and strategic alternatives, and solution recommendations.

STEP 3: APPROVAL OF DRAFT PAQ
If the draft PAQ is approved by the agency’s designated Project Director, the contractor must then prepare a final
PAQ for resubmission to the agency’s designated Project Director for final approval.

STEP 4: FINAL PAQ
The contractor’s final PAQ must include:

a.  contractor contact name and phone number;

b, brief title of specific PAQ;

¢, final PAQ issue date;

d. a detailed itemization and description of all of the project tasks which shall be completed by the
wontractor;

e a firm, fixed cost;

f.  detailed completion schedule for each task/component of the project work;

g mutually agreed upon turnaround times for the agency’s designated Project Director to review,
approve and formally accept or reject the components of the contractor’s project work in
accordance with the approved final PAQ;

h. mutually agreed upon milestones for compensation of project costs for the contractor’s project
work, including any mutually agreed upon holdbacks for specified deliverables and holdback
release time frames for specified deliverable completion;

i identification of the specific tasks within each component of the PAQ which must be completed by
state agency personnel;

. all travel-related expenses; however, travel time from the contractor’s office or residence to the
state agency facility and travel time from the state agency facility to the contractor’s office or

residence shall not be considered billable time and shall not be included in the contractor’s firm,
fixed total number of project hours for contractor personnel stated in the contractor’s final PAQ.
The agency’s acceptance of the travel-related expenses stated in the final PAQ shall be contingent
upon the travel expenses being based on Office of Administration Travel Policy.

oy
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ORCAG5-011-01 14




4.19

4,191

*19.2

i
i

L
et
NI

51.2

STEP 5. APPROVAL OF FINAL PAD
The contractor and the agency’s designated Project Director must indicate mutual acceptance of the final PAQ by
signing and dating the final PAQ.

STEP 6: AUTHORIZATION TO PROCEED/ PAQ PROJECT WORK

An approved final PAQ alone does not constitute an authorization to proceed with project work. Before
proceeding with project work, the contractor must receive a properly authorized Contract Release Order. Froject
work shall include the contractor’s completion of the tasks identified in the final PAG.

STEP 7: FORMAL ACCEPTANCE OF PAQ PROJECT WORK

Upon the completion of all project work of a given PAQ, the contractor must notity the agency’s designated
Project Director in writing and shall submit an invoice in accordance with the PAQ approved by the agency’s
designated Project Director. The agency’s designated Project Director shall review, approve and formally accept
or reject the components of the PAQ project work in accordance with the turnaround time outlined in the PAG.
Formal acceptance shall not be unreasonably delayed or withheld by the state.

STEP 8: PAQ COST RECOVERY FOR CONTRACTOR
Project costs for the PAQ project work shall be reimbursable upon formal acceptance by the agency’s designated
Project Director in accordance with the milestones for compensation outlined in the PAQ.

Entire Agreement:

A binding contract shall consist of: (1) the RFP, amendments thereto, and/or Best and Final Offer {(BAFO)
request(s) with RFP changes/additions, (2) the contractor's proposal including the contractor's BAFO, and (3)
OSCA's acceptance of the proposal by "notice of award" or by "purchase order."

The contract expresses the complete agreement of the parties and performance shall be governed solely by the
specifications and requirements contained therein. Any change, whether by modification and/or supplementation,
must be accomplished by a formal contract amendment signed and approved by and between the duly authorized
representative of the contractor and the OSCA or by a modified purchase order prior to the effective date of such
modification. The contractor expressly and explicitly understands and agrees that no other method and/or no
other document, including correspondence, acts, and oral communications by or from any person, shall be used or
construed as an amendment or modification.

OFFEROR'S INSTRUCTIONS AND REQUIREMENTS
Submission of Proposal:
The offeror's proposal should include an original document, plus six (6) COPIESE.

a.  The offeror should also provide two (2) copies of their entire proposal on 3.5” disk or CD in either Microsoft
Word 97 (or compatible)} or PDF format.

Offeror is cautioned when submitting pre-printed terms and conditions regarding proprietary information,
copyright, usage restrictions, etc., to make sure such documents do not contain other terms and conditions which
conflict with those of the RFP and its contractual requirements.

a. The offeror shall agree that in the event of conflict between any of the offeror's terms and conditions and
those contained in the RFP, the RFP shall govern.

“MOTE: Taking exception to the State's Terms and Conditions may render an offeror’s proposal unacceptable and
smove it from consideration for award.
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Competitive Negotiation of Proposals:

The offeror is advised that under the provisions of this Request for Proposal, the Office of State Courts
Administrator reserves the right to conduct negotiations of the proposals received or to award a contract without
negotiations. If such negotiations are conducted, the following conditions shall apply:

a.  Negotiations may be conducted in person, in writing, or by telephone.

b, Negotiations will only be conducted with potentially acceptable proposals.  The Office of State Courts
Administrator reserves the right to limit negotiations to those proposals which received the highest rankings
during the initial evaluation phase. All offerors involved in the negotiation process will be invited to submit
a best and final offer,

¢.  Terms, conditions, prices, methodology, or other features of the offeror’s proposal may be subject to
negotiation and subsequent revision. As part of the negotiations, the offeror may be required to submit
supporting financial, pricing and other data in order to allow a detailed evaluation of the feasibility,
reasonableness, and acceptability of the proposal.

d.  The mandatory requirements of the Request for Proposal shall not be negotiable and shall remain unchanged
unless the Office of State Courts Administrator determines that a change in such requirements is in the best
interest of the State of Missouri.

Proposal Evaluation/Contract Award:
After determining that a proposal satisfies the mandatory requirements, the evaluator(s) shall use both objective

and subjective judgement in conducting a comparative assessment of the proposal in accordance with the
evaluation criteria stated below:

Lo AR ettt s n s rvrreenie 40%

The evaluation shall cover the original contract period plus renewal periods. The cost evaluation shall include all
mandatory requirements, including installation and maintenance. However, the State of Missouri reserves the
right to evaluate optional items, if deemed necessary.

After an initial screening process, a question and answer conference may be conducted with the offeror, if deemed
necessary. In addition, the offeror may be asked to make an oral presentation of their proposal during the
conference. Attendance cost at the conference shall be at the offeror's own expense.  All arrangements and
scheduling shall be coordinated by the Office of State Courts Administrator.

The offeror may be required to provide a demonstration of his/her system's capabilities at a site he/she deems
appropriate and that is reasonably accessible to the evaluators. The demonstration should be constructed to both
clarify and verify the offeror’s response. Travel expenses incurred by evaluation feam members will be the
responsibility of the State of Missouri.
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On Exhibit A the offeror should provide a list of at least three (3) current customers who have acquired and
installed the proposed item/service from the offeror. The list should include the following:

Company name

Contact name

Contact's title

City and state

Telephone number and area code

Description of items/services

Availability status if contact is requested by the evaluation team.

The offeror may submit preprinted marketing materials with the proposal. However, the offeror is advised that
such brochures normally do not address the needs of the evaluators with respect to the technical evaluation
process and the specific responses which have been requested of the offeror. The offeror is strongly discouraged
from relying on such materials in presenting products and services for consideration by the state.

The offeror should present a detailed description of all products and services proposed in the response to this
Request for Proposal. It is the offeror's responsibility to make sure all products proposed are adequately
described. It should not be assumed that the evaluator has specific knowledge of the products proposed; however,
the evaluator does have sufficient technical background to conduct an evaluation when presented complete
information.

Offeror's Response to Evaluative Criteria: At a minimum, the offeror should provide responses to questions
outlined in Sections 5.4.2 and 5.4.3. 1f the offeror does not provide specific detailed information the proposal
may not be considered for award,

Cost:

a.  Offeror must state on the pricing pages, the firm, fixed price for all hardware, software and services.

1} The offeror must state, on the pricing pages, the firm, fixed price, if any, for training, installing and
testing the recording system(s).

b, If the offeror can provide different levels of maintenance service, those prices should also be stated, firm and
fixed on the Other Costs pricing page.

¢ Renewal Option: The offeror must complete the Renewal Option Page for price changes applicable to the
renewal periods.

1} For the renewal options, all percentages stated must be firm, fixed and based against the offerors
original prices stated herein. No percentages of then-current license fees or any other non-firm, fixed
future price shall be acceptable.

System Functionality:
a. - Audio Recording
1} Does the product record and store the court’s proceedings in a digital format?
2} Does the system time-stamp the recording in increments no greater than one second?

3) ‘What is the microphone input capacity of the recording system?
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6)

7

8}

Can the recording system play back a selected portion of the recording while continuin ¢ to record on a
minimum of four channels?

What is the operational bandwidth of the recording system? Attach verification by an audio engineer of
the reported bandwidth. Attach professional credentials of engineer.

Describe the mechanism(s) contained in the recording system that will prevent pickup of radio
frequencies in the recording.

Deseribe what, if any, capabilities the recording system has for linking the recording with exhibits and
other documents that are presented during court hearings.

Describe what, if any, capabilities the recording system has for linking the system with any video
conferencing equipment the court may have.

b.  Annotations / Session Setup:

1)

6)

7)

8)

9)

Does the recording system have an integrated note-taking utility which allows the system operator (o
take notes that are tied to time-stamps marking particular sections of the audio recording?

Is the time-stamp entered when the annotation is begun or when it has been completed?

Can notes be added or changed during and after the court proceeding without the necessity of exporting,
editing in a different program, and re-importing to the system?

Can notes be added and cha
network?

nged from the operator’s workstation and from other locations on the

Can users other than the court recorder take notes and link them by time-stamp to the recording? If yes,
describe this capability.

Can users add private notes- notes that are accessible only to the author or fo desi gnated personnel? If
ves, describe this capability.

Does the recording system incorporate user-defined “hot keys” which assi an specific text to function
keys? If yes, what is the maximum number of “hot keys” that can be established?

Does the recording system incorporate “pick lists” which permit the user to designate selections from
pull-down menus?

Is there a limit to the number of items that can be entered in a “pick list™? If there is a limit to the
number of items that can be entered in the “pick list”, what is that limit?

10) Can the annotations associated with specific audio files be printed? If yes, describe the procedures

necessary to obtain a printed copy of the annotations.

11) Describe the procedure for searching annotations to find specific material for plavback,

12) Does the system highlight the annotations corresponding to the audio as it is plaved back?

13) Does the recording system permit entry of session set-up information that is stored with the audio file?

14} Is the set-up customized by courtroom/courthouse?
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15) What are the himitations of the customization in terms of number and size of text fields, positioning of
fields, data entry requirements?

16) How far in advance of the session can the set-up information be entered?

17) Can the session set-up information be saved from one session to another (e.g., for a trial lasting more
than one day)?

18) Describe the procedure for retrieving the set-up information from a previous session.

19) What, if any, restrictions are there to the length of the text fields used for session set-up information and
annotations modifiable by the user?

20} Are the font, window size, and spacing of text for the session set-up information and annotations
modifiable by the user? If ves, what, if any, restrictions exist for the modifications?

21) Does the recording system provide for split screen capability to enable viewing of case documents and
audio record annotations simultaneously? If yes, describe the split screen.

¢. Playback / Transcription:

1} Is proprietary software required for two-channel playback of the recording? If yes, how is the software
accessed? If yes, what, if any, cost is incurred?

2) s proprietary software required for four-channel playback of the recording? If ves, how is the software
accessed? 1f yes, what, if any, cost is incurred?

3) Does the recording system permit playback from the operator’s workstation, from any networked
location, and from separate PC’s and portable applications?

4y Will the recording system permit simultaneous playback of the same recording from multiple
networked locations? If yes, what, if any, restrictions are there to the simultaneous playback?

5} List the types of information on which users can search for desired audio segments,

6) Can a single search incorporate multiple cases and sessions? If yes, describe what, if any, restrictions
apply.

7} Describe what measures the offeror has taken to insure that a high quality audio record is captured and
available for playback:

7).1 In the selection / design of the hardware and software, including mechanisms to boost or clarify
the signal,
7).2 In the installation / testing and training process.

8) Does the recording system permit the isolation and playback of at least four discrete channels?

5} Does the recording system permit the volume of each channel to be adjusted separately? If ves,
describe.

10} Can software be included as an executable program that accompanies the audio file?
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I1) Does the recording system produce digital files in an industry standard format, such as “. WAV” for
audio or ASCIH for text?

12) Does the recording system support standard foot controls for transcription?

13) Does the recording system support standard headphones for transcription?

14) Does the recording system allow a designated segment or multiple segments of a recording to be copied
to a storage medium or transferred electronically? If yes, describe the procedure for designating and
coping or transferring the segment(s).

d. - Interface:

1) Can the operator enter commands using either a mouse or function keys, whichever is most
comfortable? If no, by what method must commands be entered?

e. Analog Duplication:

1} Is the system capable of converting the digital recording to an analog recording and transferring it to a
standard cassette tape? If yes, what are the hardware and software requirements?

2) Will the recording system allow for the conversion of a 4-track digital recording to 4-track analog
recording? If yes, what are the hardware and software requirements?

f. Intepration:

1) Can the recording system integrate non-system audio recordings and other files into the system? 1 ves,
what types of files can be integrated?

2)  Will the recording system allow the user to import case information from a case management system
into the recording system, avoiding the need for manual entry of information? If ves, what are the
requirements of the case management system? If yes, describe the offeror’s experience / expertise in
writing the required interface. If yes, describe the customer’s role in developing the interface.

g.  Backup / Recovery:

1) Provide a detailed description of the backup and recovery methods for the proposed digital court
recording, archiving, and transcription solution. This description should encompass the entire span of
hardware, software, accessories and procedures that will be necessary for the court fo experience
minimal downtime and to maintain adequate backup and recovery capabilities for this systermn.

h.  Archive:

1) -Is the recording format open and publicly available? If no, describe how the court can be assured that
access will be available in the future.

2) Is a proprietary archiving format proposed? If yes, provide a detailed analysis of the benefits of the
proposed format. If yes, submit statement that the offeror will provide unlimited, non-lapsing license to
use the proprietary technology. This license must include all hardware, software and file formats that

may be necessary to archive, access and reproduce the court’s audio records.
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Does the recording system permit automatic archiving of the audio and text files to one or more
standard medium? List the medium to which the audio and text files can be automatically archived.

Does each location have the capability to determine the frequency with which files are automatics Iy
archived? What, if any, restrictions apply?

Does the recording system provide an optional automatic purge function? If the purge function is
enabled, can an operator override the function to insure that the recording of a specific case or session is
not purged? Can separate parameters be set for different types of cases? What, if any, restrictions
apply to these parameters?

t.  Reliability / Security:

1)

7

8)

9)

How many access levels can be established for the recording system?

Can the recording system be configured to require the entry of a user ID and password for security and
access to unique settings for each individual user?

Can the recording system be configured to allow the system administrator for each location to
determine at what interval(s) user ID"s and passwords will expire?

Can the recording system be configured to restrict a user’s access to specific functions within the
application?

Can the recording system be configured to restrict user access to specific types of data?

Can the recording system be configured to restrict user access to specific functions with specific types
of data?

Can the recording system be configured to permit the definition of effective beginning and end dates for
all defined security restrictions?

Can the recording system be configured to allow security requirements for all areas to be changed on-
line? Can the recording system be configured to allow changes to be invoked immediately without the
requirement for restarting the system?

Can the recording system store the signal to two separate storage devices simultaneousty? If yves, define
these storage devices,

10) Describe the visual and audio indicators / devices that the user can rely on to insure that all

microphones are picking up a signal.

11} Describe the visual and audio indicators / devices that the user can rely on to insure that the signal is

being recorded to the storage medium.

12} Describe how sound can be muted with each type of microphone that the offeror proposes to install,

Indicate what type(s) of microphone are being considered for the judge, witness, and attorneys,

13} Can the recording system produce an audible alarm, which sounds at site-defined intervals, when the

OSCA-05-011-01
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14) Describe the visual and audio indicators/ devices that the user can rely on to warn that the stor:
medium is reaching capacity. Can the administrator or individual users at each site adjust the timing of
these alarms so that more or less time is available for switching to alternate stor age device? If ves, what
are the restrictions for adjusting the timing?

I5) Describe the method for determining whether audio or text files have been edited or otherwise changed
sinee they were created.

16) Describe the method for determining whether copies of files are identical to original files created by the
recording systerm.

1 Administration:
1) Describe the utilities provided that generate basic reports on the status and contents of the system files
2} Specily existing report layouts and report options, including available queries and ad hoc reports that
may be run by each site. Are procedures for generating reports currently described in the user’s

manual?

543  Contractor Support:

a. Installation/ T

1) Provide the specifications for microphones and wiring.

Can the mixer be mounted under a desk surface? What hardware is provided with the mixer to permt
its mounting under a desk surface?

3) Describe the restrictions, if any, for integrating the recording system into an exiting sound
reinforcement system in the courtroom.

|

4) What criteria will used to determine that the quality of the signal is acceptable in general trial, voir dire,
and bench conference situations? Include a detailed description of the test plan,

5} Indicate the method used to inform clients of implemented and future enhancements, upgrades.
b Fraining

1) Provide one copy of the current training and reference materials that are distributed to System users.

2)  Describe the options for training staff who did not participate in the training at time of installation and
for training on system upgrades

3) Provide resumes for current training staff. Include educational transeripts and a description of
experience, including length of time, with teaching the recording system.

4) Describe what education or experience training staff has that would provide an understandin g of court
proceedings, preferably the proceedings of Missouri trial courts.

LAy

) Describe what, if any, measures the offeror takes to insure that the training provided to users meets their
needs.
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¢.  Warranty / Support / Maintenance
1) Provide a copy and description of all warranties associated with the proposed system.

2) - Describe currently available or proposed technical and functional support programs. Include hours of
operation, location of support, and type of support.

3)  Describe software problem resolution and escalation procedures and standard time frames.
4} Describe current methods for accessing software problem information and downloading fixes.

5) List the hours and days during which support is available through a toll-free number. What is the
response time in minutes or hours for calls made to this toll-free number?

6) Does the offeror provide the option for courts to obtain responses to their guestions and comments via
e-mail? If yes, what is the response time in minutes or hours for questions/ comments communicated

by e-mail?

7} List the work address(es)-city(ies) and state(s)- of support staff who will be dispatched, if needed, to
resolve system problems/ install upgrades in Missouri’s courts.

8)  Attach copies of the annual maintenance agreements that cover the recording system. These documents
must clearly delineate the products and services that are included and excluded from the agreement,

9) Indicate the policy regarding support for court-developed customizations and enhancements, if any.
10} If the offeror’s maintenance and support proposal assumes that court personnel will be responsible for
any preliminary system diagnostics, include a detailed description of those expectations along with the

offeror’s proposed plan for transferring this knowledge to court personnel.

11) The offeror must provide a written guarantee that parts or complete malfunctioning units, such as
microphones, mixers, or speakers will be replaced within 24 hours of receipt of a service call.

12) The offeror must state the warranty periods for all sofiware and hardware provided by the contractor.

13) The offeror must provide copy(ies) of its maintenance agreement(s), which clearly delineate the
products and services that are included and excluded from the agreement.
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OTHER COSTS

-

ost indicated. The offeror may list any related optional other costs where indicated below.

ITEM UNIT  OF
NO. DESCRIPTION COST MEASURE | COMMENTS
REQUIRED OTHER COSTS:

OPTIONAL OTHER COSTS:

OSCAXG5-011-01
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RENEWAL OPTION
FOR
ALL PRICES

e Office of State Courts Administrator shall have the sole option to renew the contract in one (1) year increments, or a
portion thereof, for a maximum total of three (3) additional years.

of price decrease applicable to the renewal option periods. The stated percentage(s) shall apply to each itemized
component on the applicable pricing page(s). If a percentage is not quoted (i.e. left blank), the state shall have the right to
execute the option at the same price(s) quoted for the original contract period. Statements such as "a percentage of the
then-current price” or "consumer price index" are NOT ACCEPTABLE.

price. A CUMULATIVE CALCULATION SHALL NOT BE UTILIZED.

The percentages indicated below will be used in the cost evaluation to determine the potential maximum financial liability
to the State of Missouri.

NOTICE: DO NOT COMPLETE BOTH A MAXIMUM INCREASE AND A MINIMUM DECREASE FOR
THE SAME RENEWAL PERIOD.

1. Additional Acquisitions

Maximum Increase OR Minimum Decrease
st Renewal Period: ortgingd price+__ % O original price - %
2nd Renewal Period: original price +___ % OR original price -~ %
Ard Renewal Perod: original price+ % OR original price - %
2.
Maximum Increase OR Minimum Decrease
st Renewal Period: original price +____ Yo OR original price - %
Znd Renewal Period: original price+___ % OR original price-___ %
3rd Renewal Period: original price+____ % OR original price - %
3. Installation of Additional Acquisitions
Maximum Increase OR Minimum Decrease
1st Renewal Period: original price+___ % OR original price - %
Znd Renewal Period: original price +___ %% OR original price- %
3rd Renewal Pertod: original price +___ % OR original price - %
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EXHIBIT A

OFFEROR'S REFERENCES

1. Company Name:
2. Contact Name:

x, Contact’s Title:

4, ity State:

5. Telephone Nunaber and Area Code:

. Description of Hardware/Software Furnished:

7. Availability status if contact is requested by the evaluation team:

i Company Name:

2. Contact Mame:
3 Contact’s Title:

4, Clty: State:

5. Telephone Number and Area Code:

6. Dieseription of Hardware/Software Furnished:

7. Availability status if contact is requested by the evaluation team:

1. Company Name:

’?\é

Contact Name:

Contact’s Title:

[

4, City: State:

5. Telephone Number and Area Code:
6. Description of Hardware/Software Furnished:
7. Availability status f contact is requested by the evaluation team:
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Attachment 1

b b Missouri Court Automation
Hardware and Software Standards

November 2004

INTRODUCTION

The attached table is a compilation of the court automation infrastructure standards adopted by the Missouri Court
Automation Committee. Note that the standards specify minimum configurations and also the configuration most
commonly purchased now. These are for new purchases and do not impact current equipment and software, which work
successfully with Court Automation solutions,

Because of Judicial Information System (JIS) requirements, the Standards have been expanded to include more specific
language relating particularly to server and printer specifications.

« The Applications Server provided for each court is reserved for JIS and other system applications. It is
configured by technical staff for the optimal configuration. No modifications to the server are allowed
without specific approval, in writing, by the Project Director.

«  Print requirements for JIS dictate the use of networked printers. Printers shared from
workstations and local printers are not acceptable for JIS.

Software versions have generally been removed from the descriptions with the current released version of software
accepted as standard. The significant exception to this is that the network operating system for the Application
Server must _be Microsoft Windows 2000 Advanced Server, Service Pack 4 and Windows Server 2003

Enterprise. This version and service pack level is routinely installed on these servers and may not be changed.

For courts not purchasing from the competitively bid state contracts, specifications for court
automation workstations are attached. These specifications must be used to guarantee compliance and compatibility.
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Missouri Court Automation

Hardware and Software Standards
November 2004

Desktop Personal Computer
{(Minimum Configuration)

For new computers:
= Pentium processor (MHz based on current availability)
= 512 MB RAM
® 20 GB bard drive
® 17T EVGA color monitor
*  3COM or Integrated Intel 10/100/1000 or
Integrated Broadcom 10/100/1000 Ethernet card
= D-ROM drive
Sound Card
= Floppy

Laptop Personal Computer
configuration)

For new computers:

*  Pentium processor (MHz based on current availability)

= 512 MB RAM

® 20 GB hard drive

14" or greater TFT XGA color screen

«  3COM 574 or Integrated Intel 10/100/1000 or
Integrated Broadeom 10/100/1000 Ethernet card

= CD-ROM drive and Floppy Drive

*  Sound Card (recommended, but optional)

*  Modem (minimum speed of 56kbps support for the
Hayes AT command set){recommended but optional)

s Serial/Parallel Port Capability

Servers — LAN, Lotus Notes, Forms
(Minimum Configuration]

HP/Compag Proliant
Pentivm 1.5~ 2 GHz 1 GB RAM 3~ 36 GB hard drives
Hot Swapable drive

Servers — Application
{Minimum Configuration)

HP/Compaq Proliant

Pentivm 1.5 — 2 GHz, dual processor 1GB RAM 5-36
GB hard drives

RAID-5 redundancy/RAID 0+1

Hot Swapable drive

Printers

Most Common Now:

HP Laserfet 2300DN or 2300D7TN
HP 4200N or 4200TN or 4300M
HP 3000N (color printer)

HP 1300N

Printable area must be at least a quarter inch
each side of the page and sapport postseript
printing.

Hewlett Packard LaserJet and DeskJet Series
For ALL Courts, printers must support PCLS, PCL6 and
Postscript

Lexmark Optra & with MICK modules (may need to be
custormized)

For courts which elect to print magnetic coding on

checks- Must contact OSCA technical staff before
surchasing.
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Missouri Court Automation
Hardware and Software Standards
November 2004

Hardware/Soltware Component

Standard

Multifunction Products
With prinier, copier, FAX, scanmer capabilities

Acceptable:

*  HP 4101 & HP 4100

&« {anon ImageRunner

*  Lexmark X Series and Optralmage

Bar Code Printer (Label Printer)

Acceptable:
Sato CXZ08TT or CX212 (Requires an external print
server for networking)

Print Servers

Hewlett Packard Jet Direct EX Plas
Required for network printers without an internal print server.

Bar Code Scanner

< ape Dhrives

Programmable Code Laser Scanner-Wasp or Pin Point
Handheld laser scanner with a PS/2 kevboard adapter,
usable with Windows 98 or Windows NT application.

ADIC, HP LTO

Juinterruptible Power Supply

APC Smart UPS

Moders

Mirdrnum speed of 56kbps support for the Hayes AT
command set (recommended but optional)

CD-ROM/CD/CD-RW/DVD-RW

Optical Storage
MNet ked O

ROM Drive Cption

vtz

Network Operating System

AlY 4 DE]

Standalone CD-ROM Miniserver

Windows 2000 Server w/Service Pack 4 for Domain
Controllers and File Servers
Windows Server 2003 Enterprise Edition or
Windows 2000 Advanced Server w/SP4
for Application Servers/Dutabase Servers

Desktop Operating Svstem

Microsoft Windows 2000 Professional w/SP4

Office Automation
{(Word processing, spreadsheet, presentation, and
database)

Microsoft Office 97 with scheduled replacement by

Microsoft Office XP with implementation of JIS 4.1
Phase 1]

1S - Phase T currently requires Word 97 for its
forms/merge functionality,

Help Desk

ASG Impact

Project Management Software

Microsoft Project

WEB Browser

Microsoft Internet Explorer

Groupware/Electronic Mail

Lotus Notes

Document YViewer

Adobe Acrobat

Apti-Virus Software

InoculatelT, Webshield Appliance

L Workflow/Graphics

Visio, Netviz

Leport Generastor

Crystal Reports, Cognos

OSCA05-011-01
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RFemote Communications

PC Anywhere, SMS

File Compression

WinZip

Network Backup Software

ARCserve, HP Data Protector

Network Management Software

Microsoft System Management Server (SMS), Cisco
Works, MS Software Update Services (SUS), HP
Openview, MRTG

Defragmentation Software

Hubs and Switches
Wireless Bridge
Routers

LAN Wiring

LAN Topology
Network Protocol
Internet Access

Disk Keeper

Cisco
Cisco/Alvarion
Clisco

Category 5E UTP Wiring System
16/100/1000 Base T or 10/100 Base T
TCPER

IVDN Network (State of Missouri Network)

Remote Access/Security

Microsoft Remote Access Service (RAS) and RSA
Secure 1D tokens

VPN

Cisco VPN 3000
Cisco Pix Firewall

VPN Client

Cisco VPN Client

OSCA-05-011-01
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Missouri Court Automation
Hardware and Software Standards
November 2004

Statewide Court Auvtomation
Minimuwm Personal Computer Reguirements
for Courts Conducting Competitive Bid Process

The following are the minimum requirements for personal computers for use with statewide court automation. If a court
is not purchasing computers from the prime vendor contract, the following must be specified:

E E ¥ & ¥ ® ® ® ¥ ¥ ® ® ¥ ® # ¥ 2

Intel Pentium® processor

Intel motherboard

512 MB RAM with 512K L2 Cache

3 Com 905C PCI or Integrated Intel 10/100/1000 or Integrated Broadcom 10/100/1000 NIC
CD ROM drive

16 MB PCY or AGP Video card

177 SVGA Color Monitor, .28dot, 1024x768 resolution (@ 75hz

20 GB Ulira ATA IDE hard drive

104 key keyboard

Microsoft or Logitech PS/2 Mouse

DMI 2.0 compliant desktop management software

Desktop or Tower Case

Windows 2000 Professional or Windows XP Professional (Note: XP will be downgraded to Win2K)
Inoculatel T anti-virus software

3 year warranty w/1 vyear on-site

7 % 24 toll free telephone support

All components must be on the Windows Hardware Compatibility list

If a computer does not meet these minimum specifications, the Office of State Courts Administrator will not be able to
ensure that court automation software will work correctly or that OSCA support will be available. Peripheral devices that
have not been provided by OSCA such as wireless mice and/or keyboards, headsets, PDA’s ete. will be removed if found
to be contributing to the malfunctioning of a workstation or laptop.
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STATE OF MISSOURI ,
OFFICE OF STATE COURTS ADMINISTRATOR

RMS AND CONDITIONS - REQUEST FOR PROPOSAL

1. TERMINOLOGY/DEFINITIONS

Whene ve
bedow s

o the Tollowing words and expressions appear ina Request for Proposal (RFP} document or any amendment thereto, the definition or meaning described
Gl apply.

for which the equipment, supplics, and/or servie

a4 Agency and/o Mygm ’\g LY TANS tmr *«:tz}mia‘)w mm of state government in the State of Missour e being

purchased.

b

i axpphm to all forms which are Am\:zdnd wxih an RFP to incorporate any informations! dati oF requirements related to the performance requirements

d.

&, services as
reguived fn the REFP document.

£ Contragt means a legal and binding agreement between two o mwore competent parties, for a consideration for the procurement of eguipment, supplies, and/or

B, ”(m w%m is o suCe ml eaiwml as nmuh of an Kl P and whu enters mtu a z‘mm act.

h. secified opening date and
time.

i Beguest for Propesal (REP) means the solicitation document 1«.\%&! to mtumal wi or the purchase of equipment, supplies, and/or services as described in
the 3 . The definition inch hese Terms and Condit res, Exhibits, Attachments, and Amendiments thereto,

i Maym . component, or action is pa*r"mi ble, but not mzuimd(

k. Must Hiens Hmt 4 cer wm h ature, component, or action is a mandatory condition.  Failure to provide or comply will result in a proposal being considered non-

L. {5} appli 3 3 d (s} applicable for the equipment, supplies, and/or services vequired in the RFP. The
mwm;ﬁ ww st be mmgﬂz,md and submitted by the offeror with the sealed proposal prior 1o the specified proposal opening date and time,

- Shall has the mmmﬂm Iw Wy hn

it e caction 15 desirable but not mandatory.

2. APPLICABLE LAWS AND REGULATIONS

a.  The contract shall be construed according to the laws of the State
related to the performance of the contract to the extent that the

of Missouri. The contractor shall comiply with all Tocal, state, and federal laws and regulations
e may be applicable.

o of Missouri or of the United States, the provisions shall be void and
forceable, However, the balance of the contract shall remain in force between the parfies unless terminated by consent of both the contractor and the Office of

unen
¢, T ate of Missourt and other regulatory agencies, as may be required
d tor st mm ly file and pay all Missouri sales, withholding, corporate and any other required Missouri tax retorns and taxes, including interest and
e I proceeding relating to or anising out of the RFP or resulting contract shall be in the
3.
4. w's vesponsibility 0 ask-questions, reguest changes or clarification, or otherwise advise the Office of State
T mguimuwnm of an REP appear to be amb ntradictory, and/or arbitrary, or appear to inadvertently ros rm or hmu lhfc 1c~qum:mum smmj
single source, Any and all communication fi rding specifications, requirements, competitive proposal process, etc., must be directed
to the Contract and Grant Coordinator, unless the RFF specifically refers the offeror 10 another contact.  Such communication should be received at least ten
calendar days prior to the official proposal upmm?daw
b ] attenipt shall be made to s ap adequate and prompt response. However, in order to maintain a fair and equitable procurcment
AN wi an wmenchment to the REP, of any relevant or pertinent information related to the procurement. Therefore,
s specified elsewhere in the RFP, any questions received less than ten calendar days prior to the RFP opening date may not be
C. sautioned that the only official position of the State of Migsouri is that which is issued in the RFP or an amendment thereto. Mo other means of
Aether oral or writtery, shall be constraed as a formal or official tement.
d. te Courts Adiministrator monitors 5 bility of deliberate restraint of competition, collusion among

all procurement activi
her anticonmp /
al's Off

etitive conduct

eet or ¢ the stated

5. All proposals must

cification
ceds the

O5CA-05-011-01 34

s mames, rade names, brand names, information and/or catalog numbers listed in a sy
by andd are not intended to it competition. The offeror may offer any brand which meets or




&

&4
by

.

€.

5w

.3

OSCAO5-011-01 3

siate the manudaeurer's name and model nomber for any such brands in the proposal. In addition, the offeror shall explain, in
detail, (1) the reasons why the proposed equivalent meets or exceeds the speeifications and/or requirements and (2) why the proposed equivalent should not be
considered an exception thereto, Proposals which do net comply with the requirements and specifications are subject 1o rejection without clarification,

Proposals lacking any indication of itent to offer an alternate brand or to wke an exception shall be received and considered in complete compliance with the
speci fications and requirements as fisted in the RFP.

Iy the event that the offeror is an agency of state government or other such political subdivision which is probibited by faw or coun decision from complying with
certain provisions of an RFP, such g offeror may submit & proposal which containg a list of statutory limitations and identification of those prohibitive clauses
which wil! be modified via a clarification conference between the Office of State Courts Adndnistrator and the offeror, if such offeror is selected for comtract award.
The clarification conference will be conducted in order o agree 1o language that reflects the intent and compliance of such law and/or court order and the RFP.
Any such offeror needs to include in the proposal, a complete list of statutory references and citations for each provision of the RFP which is affected by this
paragraph.

Al equipment and supplies offered in u proposal must be new, of current production, and available for marketing by the wanufacturer unless the RFP clearly
specifies that used, reconditioned, or remanufactured equipment and supplics may be offered.

Prices shatl include all packing, handling and shipping charges FOB destination, freight prepaid and allowed unless otherwise specified in the RFP.

Prices offered shall remuain valid for 90 days from proposal opening unless otherwise indicated. I the proposat is asccepted, prices shall be firm Tor the specified
contract period,

specificution for any item, bul mus

SUBMISSION OF PROPOSALS

Proposals st be submitted bard copry, delivered to the Office of State Courts Administrator, Contract and Graat Coordinator, Al proposals must (1) be submitted
by a duly authorized representative of the offeror’s organization, {2) contain all information requived by the RFP, and (3} be priced as required. Delivered proposals
st be sealed in an envelope or container, and received in the Office of State Courts Administrator no later than the exact opening time and date specified in the
RFP.

The sealed envelope or container containing 2 proposal should be clearly marked on the outside with (1) the official RFP wumber and (2) the official opening date
s tme, Different proposals should not be placed in the same envelope, although copies of the same proposal may be placed in the same envelope.

A proposal which bas been delivered to the Office of State Courts Administrator, may be modified by signed, written notice which has been received by the
Contract and Grant Coordinator prior 1o the official opening date and time specified. A propesal may also be modified in person by the offeror or its authorized
representative, provided proper identification is presented before the official opening date and time. Telephone or telegraphic requests to modify a proposal shall
ot b honored.

A proposal which has been delivered 1o the Office of State Counts Administrator, may only be withdrawn by a signed, written notice or facsimile which buas been
received by the Contract and Grant Coordinator prior to the official opening date and tme specified. A proposal may also be withdrawn in person by the offeror or
its authorized representative, provided proper identification is presented before the official opening date and time, Telephone or telegraphic requests to withdraw 2
proposal shall not be honored.

Offerors delivering a hard copy proposal to Office of State Courts Administrator must sign and return the RFP cover page or, if applicable, the cover page of the
Jast amendrent thereto in order o constitule acceptance by the offeror of all RFP terms and conditions.  Failure to do so may result in rejection of the proposal
unless the offeror’s full compliance with those decuments is indicated elsewhere within the offeror’s response.

PROPOSAL OPENING

Proposal openings are public on the opening date and at the opening time specilied on the RFP docuinent. Only the names of the respondents shall be read at the
proposal opening. The contents of the responses shall not be disclosed at this time.

It is the offeror’s responsibility 0o ensure that the proposal is received by Office of State Courts Administrator by the official opening date and tme.

Proposals which are not recetved by the Office of State Couns Administrator prioe to the official opening dote ard time shall be considered late, regardless of the
degree of lateness, and normally will not be opened.  Late proposals may only be opened under extraondinary circumstances in acoordance with 1 CSR 40-1.050.

PREFERENUCES

By virtue of statatory suthority, » preference will be given to materials, products, supplics, provisions and all other articles produced, manufactured, made or grown
writhin the state of Missouri, Such preference shall be given when quality is equal or better and delivered price is the same or Jess.

In accordance with Exceutive Order 98-21, contractors are encouraged and may be required per the BFP to utilize certified minority and women-owned businesses
in sedecting subcontractons.

EVALUATION/AWARD

Any clerical error, apparent on its face, may be corrected by the Contract and Grant Coordinater before contract award.  Upon discovering an apparent clerical
error, the Contract and Grant Coondinator shall contact the offeror and request clarification of the intended proposal. The correction shall be incorporated in the
notice of award. Examples of apparent clerical errors are: 1) misplacersent of & decimal point; and 2) obvious mistake in designation of unit,

Any pricing tnformation submitted by a offeror ghall be subject 1o evaluation if deemed by the Office of State Courts Administrator 1o be in the best interest of the
State of Missourl.

Unless ctherwise stated in the BFP, cash discounts for prompt payment of invoices shall not be considered in the evaloation of prices. However, such discounts are
encouraged 1o motivale promypst payment.

Aowards shall be made to the offeror whose proposal (1) complies with all mandatory specifications and requivements of the BFP and {2) is the lowest and best
proposal, considering price, responsibility of the offeror, and all other evaluation criteria specified in the RFP and any subsequent negotiations.

ba the event all offerors fal to meet the same mandatory requirement in an RFP, the Office of State Courts Admindstrator reserves the right, at its sole discretion, to
waive that reguire  for all offerors and 1o proceed with the evaluation. In addition, the Office of State Courts Administrator reserves the right o waive any
preincy irregubarivy or techvieality found inany individual proposal,

The Office of State Courts Administrator reserves the right to reject any and all proposals.

When evaluating a proposal, the State of Missouri reserves the right to consider relevant information and fact, whether gained from a proposal, from s offeror, from
afferor's references, or from any other source.

Any information submitted with the proposal, regardiess of the format or placement of such information, may be considersd in making decisions related 1o the
responsiveness and merit of a proposal and the award of a contract.

iy




permpitted for the purpose of obtaining

FVes Uw right @ mak
or based upon

rouping of item
sy, o other wmi&cﬁrmim&x, i 1,m bm

Wi
k. lf’umuani tor Bection HHOU21 REMo, proposals and related docu el not be available for public review until after a contract is executed or all proposals are

Tice of State Courts Administiator reserves the rght to request clarification of any gmxtmn of the offeror’s re

' ssponse in onder to verify the intent of the offeror.
The offeror s cautioned, however, that its response may be subject to aceeptance or rej

on without further clarification.

4, CONTRACT/PURCHA

E ORDER

a. By submitting a proposal, ragrees to furnish any and sl equipment; supplics and/or servie
copuirements and specificatio ntz*imd therein,

s gpecified in the RFP, at the prices quoted, purseant o all

b (1) the RFP, amendments thereto, and/or Best and Final Offer (BAFO) request(s) with RFP changes/additions, (2) the
proposal inchuding the wzitrvmam BAFO, and (4) Office of State Courts Administrator's acceptance of the proposal by "notice of award” or by
c. tute an avthorization for %hmm&m of equipment or supplies or a directive o proceed with services. Before providing equipment,

s, the contractor must receive a properly authorized purchase orde

d. “The vontract expresses the complete agreement of the parties and perfoimance shall be governed solely by the specifications and requirements contained therein,
Any change, whether bv modification and/or supplementation, must be accomplished by a formal contract amendment signed and approved by and between the
duly authorized representative of the contractor and the Contrect and Grant Coordinator or by a modified purchase order prior to the effective date of such
modification, The conteactor expr and explicitly understands and agrees that no other method and/or no other docwment, including correspondence, acts, and
vral commnunications by or frofm any person, shall be used or construed us an amendment or modification.

16, INVOICING AND PAYMENT

#

b x each invoice submitted must
d. Pa equiprent, supplies, and/or services required herein shall be made in arrears. The State of Missouri shall not reake any advance deposits

¢ Th tw nt Mmmm as igation for egquipment, supplies, ar shipped or provided in e  the quantity ordered.  Any unauthorized

ect to the State's
£ Al invoices for equipment, supplies,
R&Mo.

wom and shall be returped at the contra eXpense.
and/or services purchased by the State of Missouri shall be subject (o late payment charges as provided in Section 34.0558

Time s of
tirne,

< of equipment, supplies, and/or services must be made no Tater Ui the thme stated in the contract of within a reasonable periad off

12, INSPECTION AND ACCEPTANC

aned/ ot gery i zibsle

a.  No eguipment, supplic ‘m:«::eiwd P

Opportan

1o a contract shall be déemed accopted until the Office of State Courts Adiministrator has had rea

b Al equipn mply with the specifications and/or requirements or which are otherwise unacceptable or defective may be
ejented. 8 ] [ ;umrmm vices which are discov to be defective or which do not conform to any warranty of the contractor upon
e if th “&: mb]w mpc‘m the inilizﬂ irwpwtimn} may be rejected.
C. rVes Zm' i full eredit or replacement and to specily a reasonable
d. ies, and/or services shall not exclude any other legal, equitable or contractual remedies the
State sy lmw .
WARRAMTY
&
b.

ovees of the sta
rdhiveg contli
nis that at m«: time of the submi
wreeived conflict of inter The contra
rre any other il relationships which ¢
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15, REMEDIES AND RIGHTS

No provision {a the contract shall be constraed, exp
taw in the ev v claim
The cont w agrers and g
o all cavses of action thet the
will rue @5 the result o
contract with the §

by orir
{ the e
all ¢ nment by the contrsctor to the State of Missouri of all rig arest in and
: stor may have under the antitrast laws of the United States or the State of Missouri for which cau of action have accrued or
or in relation to the particular equipment, supplies, andior services purchased or procured by the contractor in the fulfillment of the
tate of Missour

hits, title and 1t

16, CANCELLATION OF CONTRACT

4.

b

d.

tn the event of material breach of the contractual obligations by the contractor, the Office of State Courts Administeator may cancel the costract, At its sole
diseretion, the Office of Administrator may give the contractor an opporturity 1o cure the breach or to explain how the breach will be cured. The

actual eure must be completed within no more than 10 working days from notification, or at a minimum the contractor must provide the Office of State Courts
Administrator within 10 working days from notification a written plan detailing how the contractor intends to cure the breach.

I¥ the contractor fails t cure the breach or if circumstances demand immediate action, the Office of State Courts Administrator will issue a notice of cancellation
termingting

I the Office > of State Courts Administeator reserves the right to ebtain the equipment,
supplics and upon such terms and in such manner as the Office of State Courts
Admmirdstrator deems appropriate and charge the contractor for any additional costs incurred thereby.,

The contractor understands and agrees that funds required to fund the contract must be appropriated by the General Assembly of the State of Missouri for each
fiscal year included within the contract period. The contract shall not be binding upon the State for any period in which funds have not been appropriated, and the
State shall not be liable for any costs associated with termination caused by lack of appropriations.

17. COMMUNICATIONS AND NOTICES

shall be deemed sufficient when deposited in the United St
of the contmetor,

Axny notice to the contre
hand-carried and presented to an authorized employee

es mail postage prepaid, tansmitted by facsimile, transmitted by e-mail or

18, BANKRUPTCY OR INSOLVENCY

.

b

for any bankruptey or insolvency pr

myee for the benefit ¢
Upon learning of any such actic
contract and hold the contractor

by or against the contractor, whether voluntary or inveluntary, or uporn the appointment of a receiver,
ify the Office of State Courts Adwministrator inumediately,
reserves the right, at its sole discretion, to either cancel the contract or affirm the

ENTS AND COPYRIGHTS

- INVENTIONS, PA

The contractor shall defend, protect, and hold harm] fficers, agents, and employees against all suits of law or in equity resulting from
patent and copyright infringement concering the contractor's performance or products produced under the terms of the contract,

20, NON-DISCRIMINATION AND AFFIRMATIVE ACTION

sriminate
disability, or veteran status.
inchude:

tome with 4]

In conn

wipment, supplies, and/or services under the contract, the contrs
) ment on the basis of mee, color, reli

s and all subcontractors shall agree not to dis
ion, national origin, sex, ¢
action program which shal

against recipients of serv
If the contractor or subcontrac

|

ssigning management responsibilities and procedures for evaluation and

2k to handle alfirmative action,
selection standards, objective me

aswres 1o analyze recraitment, an upward mobility system, a wage and salary structure,
otion, and discipling;
gaining agreements; and

stem 1o monitor execution and to provide for future planning,

. discharge, d

arity be limited to, cancellation of the contract, sus
is made and ensured, and referral o the Attorney Gen

orrective action by the contractor
appropriate.

11 AMERICANS WITH DISABILITIES ACT

22

CHITL

ervices under the contract, the contractor and all subcontracto

“
requirements and provisions of the Americans with Disabilities Act (ADA).

In conmecti

hall comply with all applicable

Titles of of favilitating reference only and shall not be construed to infi

“acontractual construction of language.
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EXHIBIT A

OF.

i. Company Name:

i

2. Contact Wame:  Bkin Robertson

-

wit Dhirector, IS

Contact’

P

6. Description of dware/Software Furnished: All Hardware & Software (Over 100 Svstems

7. Availability status of contact 18 reque 1e evaluation team; Sp Monday -F

1. Company Name: Ulinois House of Representatives

2. Contact M Joan Dale

a3

Contact’s Title:__Transcription Supervisor

217-782-11

A,

i

dramstrator

I Company Name:

Contact Name: Lo Enollmever

Comiac

MO

5. - Telephone Number and Arca Code:

of Hardes

v Mondav-Friday

Availability status if contact is requested by the evaluation team:_ 8a

OSCASDS

(] 101 34




Optimal and Easy
Cassette Conversion

Minimum System Requirerments

© FIR Reporter ™ or FTR Playsr Plus”
software instolled

" FTR cassetie tape duplicotion hardware

CORA ot bor duplication hordware

300 MHz Intel” Pentium® Il processor
— &4 Mb RAM
~ Serial port

e b ioros ot Windows® 2000 or NT 4.0
SP4 or betier)

Windows compatible stereo sound cord

e P hd-color, BOUx&00 display adapter
and monitor

eitmche

s enbiviereum gp

bser ¢

iregy ovcdedivion crerms will ceauion o

Isighes

"FTR SAVE-To-TAPE"

W‘\Ele&:« your court enjoys the superior performance of
digital recording, you can continue to serve the needs of
audio recipients requiring standard cassette tapes.

FTR Save-To-Tape enables you to duplicate any range of
digital audio onto tape. These cassettes can then be heard on
any standard cassette player. As a result, FTR Save-To-Tape
ensures that while your court recording is state-of-the-art, you
can still provide courtroom auvdio to attorneys and

others with less sophisticated systems.

With FIR Save-To-Tape You Con:

* Easily distribute testimony in standard anolog cassette format.
* Instontly access the audio you want to duplicate.

# Customize the contents of sach cassette.

» Transter to cassette in a fully automated process.

Muaintain Cassette Compatibility
Although only basic technology is required to access and review FTR Gold digital
audio, some who need courtroom audio might not have the capability. In these instances,

FIR Save-To-Tape is the ideal answer. FTR Save-To-Tape is a “plugin” application that

warks seamlessly with FTR Reporter™ or FTR Player Plus™.

FIR Save-To-Tape offers:
* 1-and 2- channel cassette tape duplication from digital media.
* Tape duplication at 6X normal speed to maintain your current productivity.

* Hassle - free cassette duplication.




FTR PORTABLE REPORTER"

Premium Digital Audio
Recording from Anywhere

Capture proceedings digitally wherever they may occur. Bring
superior recording, storage, and distribution capabilities to
any event in which a clear, reliable audio record is required.
FTR Portable Reporter is a notebook computer-based solution!
replacing cumbersome cassette-based systems. It is the most
complete and convenient mobile digital recording solution
available. FTR Portable Reporter is offered in 4-channel and
2-channel versions. Travel light with all the benefits of industry -
leading FTR Gold® digital recording solutions. These include:

¢ Unmatched sound quality.

o Unlimited digital access and distribution.

* Store up to 20 hours of proceedings on @ single CD.

+ Simple tape recorder - style controls.

* FTR Log Notes™ for instant access to any portion of the record. No more
cossette rewinding or fast-forwarding.

¢ Achannel and Z-channel versions available.

The All-in-One Answer for Portable Digital Audio Recording

The FTR Portable Reporter is uniquely designed for ease of use. When combined with
a notebook computer and microphones? it is @ complete solution. All components are
combined into a single travel case, making transport convenient. Operation is equally
uncomplicated, with its familiar tape recorder-style controls. The d-channel version is
excellent for recording proceedings where there is o requirement for isolating three or
more speakers. The 2-channel version is effective for all other proceedings. Whichever
version you select, FTR Portable Reporter is idea! for any court, board, deposition or
hearing room. FIR Portable Reporter is:

* Lightweight and compact for travel.

* Easy to setup and operate.

* Ideal for traveling judges, court reporters, and others.

* Provides a reliable record of hearings, depositions, meetings, conferences,
and any officiol assembly.

* An effective backup solution for locations with existing audio recording syshems,

" Notehook computer net includeel. * Microphones net included.




Configurations

4-Channel Version

s FTR Reporter™ Soltware

e FTR log Notes™ “Standard Edition” Software
s FTR 4-Chonnel PCMCIA Sound Card

« FTR MAd+ Mixer

s Mixer to Sound Card Connecting Cable

* FTR Headphones

s Professional Travel Case Including FIR Gold Embroidery

2-Channel Version

+ FTR Reporter™ Software

* FTR Log Notes™ “Standard Edition” Sohware

o FTR MX4+ Mixer

* Mixer to Notebook LineIn Jack Connecting Cable
¢ FTR Headphones

s Professional Travel Case Including FTR Gold Embroidery

Distributed by
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FTR REPORTERDECK"

Standalone 4-channel
Recording Unit

FTR ReporterDeck is a standalone 4-channel recording system
incorporating the same patent pending FTR Gold digital recording
technology found in FTR’s popular recording software solutions.
FTR ReporterDeck is the ideal “plug and play” solution for courts
and hearing rooms wishing to replace their outdated and aging
analog tape-based recording systems with virtually no impact on
their existing operational procedures. It is also the perfect solution
for courts and hearing rooms that need the quickest, simplest and
most cost-effective way to implement an electronic method of
recording proceedings. Like FTR's software products, FTR
ReporterDeck features familiar tape recorder-style controls and
readily available CD-R digital recording media, providing up to
20 hours of archival audio storage on each CD.

iy courd

FTR ReporterDeck provides:

» Unmatched sound quality

Archive on-the-fly to CD or network drive

Up to 20 hours of proceedings stored on a single CD
g solunon and Up to 180 hours of online audio via internal storage
on aaishing procedvres Simple tape recorder-style controls

Supports up to eight (8] connected microphones
Built-in 4-channel mixer circuitry

¢ Independent channel monitoring

* Concurrent record and playback

¢ In-court control or central control®

¢ Compatible with FTR Log Motes™”
» External FTR Clock compatibility

* Cantrasd controd proveichsd using eptioned FIR Manier™ sefwsre running on senarele eigstible PO
" TR Log Bohes vecuies o sepore compedible 7




ReporterDeack

Budio System

ecification
 Specifications Indopendent Recording Chomnels 4

Electrical, Environmental and Physical tatornal Storage Hours g"miﬁ ;:; g:;’“i - ‘Izg%m‘;
Power Requivement  115/230 AC, 60/50Hz, 10/5A Coling comprossion) weore |
Fower Consumplion Typicat 60W, Maximum 150W Sunnpling Frequency 22056 Hz
Wiight Vg / 2l Inpts
Dimensions 4500 CW) x 135 (M) x 405 (B e [17 % (W) x 5.4 (HY x 16 (D} ] Microphane / Line Inputs switch slecioble) Eight (8] Balanced X(R
Operating T atwe  10°10 35°C, 50° 10 95°F Dynamic Mﬁ{ophams Input Gam Myqsfmm 70 dBY 1 40 dBY
| Uperating Tempur (ondenser Microphone Input Soin Adjustment 70 dRY 1o 40 diY
Phantom power w1
Control Interface _ L Level Input Gain Adjusiment <25 4BV 10 +5 day
Keypad “e Touch” Funetion Bubtons: Record, Ploy, Archive, Hec, Povar
‘ Other Butions: Display, Select, Novigotion Outputs
Display Al-character, 2-fine bodkit 1D Pre-Digitiattion Mone Wix Outpiss [Line Out set to U dBm)

. Lne output XIR -13dBm o + 13 dBm (holonced 600 ohem)
Archive System Froquency Response 60Hx to 10kHz
Rewiovable Medio {0k via internal (DR writer SN Todh

' 850 MB (DR copodity: 0.5% (1kbz @-70dBY)
Opfimize for quaity - up o 13.5 hours Record Oui KU, -3148Y 10 348V (unbolanced 660 ohm)
' Opimize for storage ~ up to 20 hours Frequency Respnnse 60 Hz fo 10kiz
| Computer Server Deline vig netwark S/N 70db
1 Distortion 0.5% (Ykbz @ -J0d8))
- Other Connectors Monitor 178"
Metwork Peatneak: TCP/P 13.5men Jack
Comnedior: RI4S Etharnat 10100 Hosel {hendphones Vo Am¥ to 30mV (37 ohm}
FIR Clock Display (optional) Sesial: RS231
Lonmector: 9-Fin Dsub, Mole Pust-Digitization Mono Mix & mid vohsme
Service Port Lomecior; 25-pin B-sub, Famude bn-court Pluybork [RCA) 4lm¥ (unbolonced 400 obun}
Houdghones (froe ponel) A0mY {37 vhm)
Placement
Tobiletop Foar rubberized fout
Rodk Mowst T rack (4U shelf requivad}
1) 2] 8060

3. Power (hctual cinfiguration may vary) . Record Level 1 ot Selector (Dynomic, Condenser, Line}
¥ Clock Tomcior (45-2372 Serial} 7. Swevice Part V2 laput Yeim

3. Monitor (Heodphonss - 1/ 877 3. Smm) jurk) 8. Hetwork Connertor {(RI45] ¥3 hudi bnput {Bebonced In - YR}

4 Rocord But (Unbelonced Out - RUA 9. Line Qut (Bulonced Dut - XLRY

5 Cutput Trim 10 I Court Playback (Unbolunesd Our - KA
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FTR LOG NOTES"2.

Dynamically Annotate
Courtroom Audio

Inefficient paper log notes are now obsolete. With FIR Log Notes 2.1
you can dynamically annotate your FTR Gold courtroom audio right
on your PC. With this stand-alone, electronic note-taking software,
courtroom personnel and others can create notes while listening
to live proceedings or previously recorded audio. All notes are
automatically time-stamped with a hyperlink to the associated
audio for immediate playback. FTR Log Notes is now available in
two versions for unmatched versatility. The Standard Edition
includes new features such as enhanced glossaries and picklists,
and merging and filtering of log sheets. The Professional Edition
adds powerful program customization capabilities to allow

Log Notes functionality to be modified and enhanced to meet

the individual needs of courts and users.

FIR Log Notes Stondard Edition Provides:

* Log sheet template for easy dota entry

« Direct hyperlinks to associated audic segments from sach note

» Notetaking before, during ond after recording without being connected to the audio
* - Text formatting within notes

¢+ Powerful text search engine for finding specific words and phrases

* Userdefinable glossary hotkeys for rapid or repetitive text entry

« Merging of multiple log sheets

« Sharing of notes and linked audio ncross a network

» Audio post synchronization to adjust notes to correct time if needed

FIR Log Notes Professional Edition Provides:
» All the features of Standard Edition
* Microsoft Visual Basic for Applications (VBA] allowing robust program customization.

. Featuring
Microsoft”

for Applications

Visual Basic for Applications applies the full power of Visuol Basic fo puckaged applications,
erabling users to create customized, inlegrated sehations that meet specific business needs,




FTR Log Notes 2.1 speeds and simplifies the process of record

annotation and review. FTR Log Notes enables everyone who captures

and reviews the court record to be more efficient and productive

Administrators Can:

&

Search all log sheets to locate testimony by events, cases or speakers.

» Search specific log sheets for relevant occurrences, speakers and notes.

» Collect all log sheets and audio associated with o particulor case.

» Customize FIR Log Notes fo meet specific process ond procedural needs.

Judges Corm:

» Create truly personal and private notes linked 1o the audio.

* Store personal notes on laptop or disk for controlled aceess.

» Search public notes created by the court clerk or recording monitor.

» Merge copy of clerk's notes into personal notes.

Lourt Clerks and Recording Monitors Can:

* Easily create electronic notes during proceedings.

*» Assign hot-keys to frequently used nomes and phrases.

*» Use the Find Text function to quickly review log notes while still recording.

* Edit log sheet annotations after the recording process is completed.

Lawyers/Attorneys Cam

¢ Create personal and private notes via laptop computer, without access fo
court network or octual recorder,

* Receive recorded audio and hyperlink it to personal log notes for easy

research and case preparafion.
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FTR PLAYER PLUS™

Gain Superior
Playback Performance

FTR Player Plus delivers comprehensive audio playback
capabilities throughout your court. Instantly refrieve and hear
audio from any FTR Gold recording. Duplicate recorded
audio to other digital media and network drives. Forever
eliminate rewinding and fastforwarding of cassettes. FTR
Player Plus puts the record you need at your fingertips. While its
powerful playback features are the most advanced available,
FIR Player Plus is as simple fo use as standard cassette systems.

With FTR Player Plus Version 2.1 You Can:

* Hear audio from any FTR Gold recording.

* Pinpoint the testimony relevant to your needs.

* Access testimony directly without rewinding or fast-forwarding.
* Duplicate testimony onto any high-capacity digital media.

# Cuuickly master the tope player-like controls.

Accelerate Your Retrieval and Transcription:

FIR Player Plus enables you to retrieve recorded testimony easily from anywhere
within your FTR Gold network. Review an entire day of testimony, or pinpoint specific
segments relevant to your needs. With FTR Player Plus, you can extend FTR Gold's

leading recording functionality throughout your court in o highly cost effective manner,

FIR Player Plus Version 2.1 Offers:

* Real-time remote listening.

* Precise log note time referencing, eliminating innucurate tape index numbers.
* Point and click audio reproduction.

* Electronic audio delivery throughout your netwerk.

* Use with any word processing program,

* Complete toot pedal control for hands-free navigation. *

¢ Internet audio access capability **

*Cptional competible foot pedol required. * “Requires aptional FartheRecord com servics und compatible Righ-xpeed letermet connechion




FTR Player Plus version 2.1 provides the most extensive
playback capabilities available. This outstanding functionality
supports improved productivity throughout the court.

Administrators Gain:
e Fast, egsy access fo any segmernd of festimony.
¢ Rapid duplication and distribution of audic.

s Audio duplication in either digital or stondard analoy cassette formots >

Judges and Hearing Officers Gain:
# (Quick convenient review of the record in court or chambers,

» Pinpoint access to any relevant segmant of testimony.

Court Clerks and Recording Monitors Goain:

» Easy playback without interrupting recording.

Transcriptionists Gaim

s Fully interactive audio playback,

%

Ploybock aver a netwaork,
» Fresdom from laborious cassette fast-forwarding and rewinding.

# dchonnel isolation.

L

Complete volume and spead control,

&

Precise fime referencing thot eliminates inaccurate index numbers.

* Sving o coolagy cossete topus roguires wptional FIR SevTo-Tape™ plogin sofewire
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FTR REPORTER"

Enhance Your Digital
Recording Capabilities

FTR Reporter functions as the core of the FTR Gold digital
audio recording solution. Providing digital recording, archiving,
playback and duplication, FTR Reporter is the foundation of
the most efficient digital recording system available. Not only
is FTR Reporter advanced; it's easy to use. Tape recorder style
controls are readily familiar. And digital audio delivers instant
record access and distribution.

With FTR Reporter Version 2.1 You Can:

# Record up to 20 hours on o single CD.

*

Archive on the Hy to digital media or o network drive.

» instantly access the festimony you need.

L 4

Automatically time-and-date stamp the record.

s Never rewind or fast-torward o cossette agoin,

Leading Features for Unmatched Productivity:

FTR Reporter's outstanding features are uniquely designed to work within your existing
processes. This means thet you goin advanced funcionality without sacrificing ease
of use. As o result, FTR Reporter effectively streamlines not only your administrative

worklood, but also the court proceedings themselves.

FTR Reporter Version 2.1 Offers:

o 4.chonnel recording with channel isolation and volume control.

o Concurrent record and playback, eliminating interruptions 1o court proceedings.
o "Of disk” confidence monitoring, assurring the record is being captured.

# External recording time disploy capobility for consistent referencing by oll
courtroom participonts

s Exiernal playbock that off paries can hear.
s Flechonic oudio delivery throughout your network,
# Fasf and accurate reproduction.

* Internet audio ransport capabilig **

"Raguires wptionsl FIR Covreoorn Clock Display. * *Requires pptional FarfheRscond com service and compebible ighsp

o Interred connecion




FTR Reporter version 2.1 is a comprehensive digital reporting
tool offering benefits to virtually everyone involved in the
proceeding and hearing process.

Administrators Gain:
# Enhanced management of recording.
» Relioble, secure digital storage with lower overhead.

o Greater workforce productivity.

Judges and Hearing Officers Gain:
# immedicte occess to the proceeding records.
# Easy relerence notation.

# Superior speed and performance.

Court Clerks and Recording Monitors Gain:
» The efficiency of up 1o 20 hours of audio stored on a single CD-ROM.
» “Confidence monitoring” fo ensure proper recording throughaout,

# The same ease-of-use os conventional tope recording.

Transcriptionists Gain:

# Superior sound guality.

& 4.channel isolation for playback.

# Complete volume and speed contral,

» Foot pedal control for easy audio review *

® Access to any segment of festimony of the push of o button,

& Pracise time referencing to eliminate inoccurate index numbers,

*Opsianel cotmpible Four padal requived.
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TheRecord Reporter™ 3.1 ForTheRecord’

RECOMMENDED
SYSTEM REQUIREMENTS:

For Audio & Video: TheRecord Reporter is a total audio/video recording, review and annotation
¥

solution that consists of three programs that record, play back, archive and
manage audio/video. With TheRecord Recorder™ users can capture the
audiofvideo and then play it back with TheRecord Player™. With TheRecord
Annotator™ they can dynarically annotate the record and automatically time-
stamp each note with & hyperlink to the associated audio/video.

Reporter features familiar “tape recorder-style” controls that are easy to use and
learn. Fourchannel digital audio and video recording with individual channel
isolation and volume control ensures users a complete and accurate record of
superior guality. Managing records is easy because all files can be automatically
copied to a network.

The simplicity of Reporter makes it an ideal choice for courts that need excellent
audio/viden performance and reliability in a variety of environments. Because
it's so easy to use, you can be confident vou'll produce a clear, reliable record
whether you're recording in the same bullding, or in & courtroom located in a
rural or outlying area,

Versatile Features That Help You Improve Productivity

. Convenience

¢ Record, play back and annotate audio/video.
For Audio Only: » Makes existing processes easier and less time consuming without requiring
‘ changes in court procedures.
« Mo more tape recorder maintenance problems.
No more rewinding and fast forwarding cassetles.
Automatically time-and-date stamps the record 1o allow instant access to
specitic portions of audio/video,
*Confidence Monitoring” feature assures users that the record is being captured.
Autornatically copies audiofvideo to & network.
Electronic delivery through a network,
Four-channel audiofvideo recording with individual channel isolation and
volume control ensures final recard is complete, accurate and audible.

Ease of Use

s Minimal training required; can begin using immediately.

» Looks, works and acts like a tape recorder.

» Compliant with accessibility requirements for disabled users
{Section 508 in USA).

Eliminates inconvenience of storing cassetie tapes.

Mo more lost records from broken or damaged tapes.

No database or heavy [T support required.

Review court testirmony as required—aeven while recording.

bty e i
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How TheRecord Reporter
Helps You Function More Efficiently ForTheRecord'

F VERSATILE! Court Administrators

 Improve productivity without changing court procedures.
« Take advantage of reliable, secure digital storage.
» Achieve quick return on investment (ROI}.

Judges and Hearing Officers

+ Gain immediate access to court records.

» Make and review notes about trials.

e (ain access to any segment of testimony at
the push of a button.

Thnfleoord

Court Clerks and Electronic Court Reporters

{ECR)

« Use “confidence monitoring” feature to
ensure proper recording.

AT Gt 1 T« Operate as easily as a conventional tape
recorder.

¢ Take advantage of time-saving annotation
features and tools.

s Search and retrieve all log sheets and
audio/video associated with a particular
case at the touch of a button.

Fens ¥dpmBhos grned

TheRecord Player

Transcriptionists
¢ Enjoy complete control of audio play back
‘ volume and speed.
Court 1417912004 IRl  « Use d-channel isolation feature to create
Toow ' | more complete and accurate transcripts.
« Employ precise time referencing feature to
eliminate inaccurate index numbers.

R

TheBecord Recorder

FYR Limited

2901 North Central Avenue
Suite 400

Phoenix, Arizona B5012 USA
tel, 602.650.0958

fax 602 385 4990

toll-free 877 650.0958

FTR PTY LTD

Suite 7
. 16 Brodie Hall Drive
Technology Park ,
Western Australia GSA gﬁgmmgge'
6102 Australia '
tel B1.8.9470.4366 Cortinuing research and devetopment msy resultin specification or sppearance changes st ary Hme. ForTheRecond, the
fax 61.8.9470.4310 Farfhabacord Wave logo, TheRecard and TheRecord Reporter are either registered v ks or trademarks of FTR Pty Lid and/or
ETH Limited. Microsoft and Windows are registered trademarks of the Microsolt Corporation,
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TheRecord Player™ 3.2 ForTheRecord'

 RECOMMENDED
 SYSTEM REQUIREMENTS:

o TheRecord Playeris a FREFE program availabte for download from the FTR

For 4-channel Audio/Video web site that court administrators, judges, court monitors and clerks, and
Playhack™: transcribers can use to review recorded proceedings. With TheRecord Player
users can access, play back, duplicate and share audiofvideo recorded by an FTR

® s prve ndr e U e cuse i . . . . "
Microsoft™ Windows recording system-——all without fast forwarding or rewinding a single cassette.

2000 8P4 or XP Professional

SP1/SP2 Although its audioivideo play back features are the most advanced available,
) TheRecord Player's "tape recorder-like” features and functions are easy to
® 1 GHz Celeron with Hyper- understand and kearn. Users have complete control over the audio/vides play
Threading Technology** back process. They can choose to review an entire audiofvideo proceeding, or
' 256 MB memory select specific, relevant segments. They can also increase or decrease the
il master volume, or the volume of individual channels, as well as turn individual
“Wmdmwg compatible stereo charinels on or off as required,

" sound card o )
) TheRecord Player eliminates the need to rewind and fast-forward cassettes,

e High color (16 bit}, 800x600 and does away with tape recorder maintenance problems forever. Download
display adapter and monitor TheRecord Player FREE from the FTR web site at www.fortherecord.com.

aying Versatile Features That Help You

28 Improve Productivity

GHz Celeron D 335 and 1024x768 High
Color {16 bit}

Convenience

# FREE download from FTR web site ~ www.fortherecord.com.

Copy audiofvideo records onto any high-capacity digital media,

Excellent play back sound quality.

Electronic delivery and play back from anywhere within the court network.
4-channel isolation.

Time-referencing feature eliminates inaccurate index numbers,

Define and save a specific range of audiofvideo.

Compliant with accessibility requirements for disabled users

{Section 508 in USA).

#

“* Pontium H 450Mhz for audio-only
play back.

#® & & & & @

Ease of Use

# Fasy-to-use "tape recorder-like” interface.

Direct access to audiofvideo without rewindirg or fast forwarding cassettes.
Complete audio play back volume and speed control.

No more tape recorder maintenance problerss.

Complete foot pedal control for hands- free navigation.

NOTE: As with any software there sre
hardwarg and software requirements
which need to be in place prier fo
instaliing and using TheRecord Player,
U While the list at left shows the
o recommenided spacifications, its
rtantto be aware that using
ional programs may reqitive 8
igher specification.

& & & &




How TheRecord Player
Helps You Function More Efficiently

VERSATILE!

FTR Limited

2901 North Central Avenue
Suite 400

Phoenix, Arizons 85012 LISA
tel. 602.650.0958

fax 602 385.4890

toll-free 877.650.0958

FIR PYVY LFD
Suite 7

16 Brodie Hall Drive
Technology Park
Western Australia
6102 Australia

tel. 61.8.9470 4366
fax 61.8.8470.4310

Court Administrators
o Copy and distribute audiofvideo quickly and efficiently.
« Decrease storage media and storage space costs.

Ao

ForTheRecord'

« Access relevant portions of testimony at the touch of a button.

Court Clerks and Electronic Court Reporters (ECR)
¢ Play back audio/video without interrupting recording.

¢ Use with TheRecord Annotator™ (sold separately)to facilitate the

note-taking process.

Transcriptionists

%

&

Play back audio/video over a network.
Locate needed audio/video quickly without

fast-forwarding and rewinding cassettes.

L

control,
4-channel isolation.

&

%

Complete speed and audio play back volume

Employ precise time referencing feature and

eliminate inaccurate index numbers.
* Use with TheRecord Annotator™ [sold separately/to reference the court's log

notes and facilitate the transcription process.

Judges and Lawyers

» Review recorded proceedings and testimony in court or chambers.
» (uick access to relevant portions of testimony at the touch of a button.

AUTHORIZED RESELLER:

Continding resesrch and development may result in specification or sppearance chinges at say time. FarTheRecard, the
FarTheRecord Wave logo, TheRlecord and TheRecord Player are either reyistered rademarks or rademarks of FTR Py Lid and/or

FER Limited. Microsoft and Windows are registered trademarks of the Microsoft Corporation.




YheRecord Director™ 3.2

 RECOMMENDED SYSTEM
REQUIREMENTS*

e Microsoft® Windows®
XP Professional SP1/5P2

e 2.4 GHz Pentium 4 with
Hyper-Threading
Technology

® 256 MB memory

@ High color {16 bit),

800x600 display adapter

and monitor

e Windows compatible
stereo sound card

¢ TheRecord Recorder™

(component of
TheRecord Reporter™)
installed on each
recording station

*Specifications listed are for small
video {i.e, 320x240) Large video lie.,
B40xA80) requirgs 24 GHe Pertium 4
with Hyper-Threading Technology,
512 MB Memory and 1024x 788 High
Color (16 bt}

NOTE: As with any software thers gre
hardware and soltware requirginents
which nged to be in place priorio
installing and using TheRecord
yliractor. White the above list shows

b recommended specifications, its

iportant to be aware that using
additions! programs may require &
higher specification.

TheRecord Divectoris a robust, remote, start/stop recording control
and monitoring solution. It consists of three programs--~TheRecord
Monitor™, TheRecord Player™, and TheRecord Annotator™-—that are
used together to centrally control, play back and annotate gudiofvideo
being recorded by TheRecord Recorder™ in multiple court and hearing
rooms. With TheRecord Director, users can monitor multiple venues
simultaneously white using TheRecord Monitor to start and stop
recording and dynarmically select courts. They can also use TheRecord
Player™ to play back audio/video from the selected court, With
TheRecord Annotator, they can dynamically annotate the record from
pach room independently and autormatically time-stamp each note with a
hyperlink to the associated audio/video.

With TheRecord Director, courts gain the efficiency of a centralized
control solution along with audio/video play back, note taking and
management capabilities, making it the most complete and effective
solution for central monitoring environmerts.

Versatile Features That Help You
improve Productivity

Convenience

# Centrally control audiofvideo recording in multiple court rooms and
hearing rooms,

& Centralized administration; no in-room operator required.

# Flexibility of starting and stopping recording centrally or in each court room.

& Independent recording with centralized monitoring avoids system-wide
failure.

Ease of Use

& Instantly access needed information. Mo more fast-forwarding or rewinding
cassetles,

# Compliant with accessibility requirements for disabled users (Section 508
in USAL

# Simple installation and configuration.
& Electronic delivery through your network,

ForTheRecord'
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How TheRecord Director
Helps You Work More Efficiently ForTheRecord'

VERSATILE!

Court Administrators can:

e Improve productivity and minimize down time.

» Take advantage of simple installation and configuration.

« Lower operational costs by centralizing monitoring functions.

Count Clerks and Electronic Court Reporters (ECR) can:

¢ Monitor centrally or in courtroom.

« Use time-saving annotation features and tools.

« Gain instant access to information without rewinding and fast-forwarding

cassette tapes.

//

\
/

TheRecord Player
TheRecord Annotator

FITR Limited : :
28901 North Central Avenue L Thefecord Monitor
Suite 400 &
Phoenix, Arizona 85012 USA o
tel. 602.650.0958 m
fax 602 385.4990 o
tofl-free B77.650,0958 &

]
FTR PTY LTD =
Buite 7 ﬁ
16 Brodie Haill Drive =
Technology Park =
Bentley 6102
Perth, Western Australia
tel 61.8.9470 4365 Lominuing research sed development may rasult in spacification or appearance changes st any time. ForTheBecord, the
fax 61.8.9470.4210 i ForTheRecord Wave logo, TheRecord and TheRecord Director are sither registered wademarks or trademarks of FTR Pty Lad andfor

FIR Limied. Microsolt and Windows are registered wademarks of the Microsol Carporation.




TheRecord Annotator™ 3.2

~ RECOMMENDED SYSTEM
REQUIREMENTS:*

{When used with TheRecord Player™}

e Microsoft® Windows®
000 SP3or XP
Professional SP1

e 1GHz Celeron**

e 256 MB memory™*

i Windows compatible
~stereo sound card

e High color {16 bit)
800x600 display adaptor
and monitor

“Specifications listed are for small
video fi e, 320x240). Large video fie.
640x480] requires 2.8 GHz Celeron
11335 and 1024x768 High Color (16 bit)

*Portium J00Mhz and 128MB
Memory when used withowt
TheRecord Player

NOTE: As with any software thers are
hardwars and softwore requirements
which need to be in place prior to
installing and using TheRecord
o Annotator, While the above list shows
" the revommended specifications, its
ainportant to be sware that using
Wditipnal programs nay reiuing a
Loher spacification.

TheRecord Annotator is designed for judges, court monitors and
lawyers who want to annotate court proceedings and transcription firms
that want to provide clients with transcripts they can see and hear as well
as read. TheRecord Annotator includes an electronic note-taking
application that's used to dynamically annotate the record of
proceedings, and which autornatically time-stamps each note with a
hyperlink to the associated audio/video. Also included is TheRecord
Player™, FTR's premier audio/video play back application, as well as
WordLink™, a Microsoft® Word add-in that extends TheRecord
Annotator's dynamic linking ability into Waord.

Versatile Features That Help You Improve Productivity

Convenience

s Create notes within TheRecord Annotator or within a Microsoft Word
document,

» Take notes before, during and after recording without being connected
to the audiofvideo, and use notes to link to specific segmeants once you
obtain a copy of the audio/video proceeding.

e Automatically inserts direct hyperlinks to associated audiofvideo
segments at each note.

¢ Glossary hot-keys for rapid or repetitive text entry.

s Use Wordlink to create interactive transcripts by automatically
inserting hyperlinks to audio/video at each line or paragraph.

Ease of Use

# Format text within notes,

« Includes powerful text search engine.

# Excellent play back sound quality.

# Instantly access needed information. No more fast-forwarding or
rewinding cassettes.

» Compliant with accessibility requirements for disabled users
(Section 508 in USA).

# Electronic delivery through your network.

ForTheRecord’



How TheRecord Annotator | ‘1 -

Helps You Work More Efficiently ForTheRecord’

VERSATILE!

Court Administrators

e Search and retrieve all log sheets and audio/video associated with a particular
case.

« Search log sheets for specific occurrences, speakers and notes.

« Customize TheRecord Annotator to meet specific procedural needs,

Judges and Hearing Officers

# Create personal and private notes
dynamically linked to the audio/video.

= Store personal notes on laptop or CD for
controlled access.

» Search public notes created by the clerk.

s Merge copy of clerk’s notes with personal
notes to create a consolidated set of notes.

Court Clerks and Electronic Court Reporters (ECR)

Create electronic log notes during proceedings.

+ Assign hot-keys to frequently used names and phrases.

Use the Find Text function to quickly review log notes while still recording.
Editlog sheet annotations after the recording process is completed.

&

& &

Lawyers and Paralegals

« Create notes during trials and proceedings without being connected to the
recording system.

» Use a copy of the recorded audio/video to link to personal notes for easy
research and closing argument preparation.

Transcriptionists

« Enjoy complete control of audio playback volume and speed.

* Use 4-channel audio isolation feature to produce more complete and accurate
transcripts :

+ Employ precise time referencing feature to eliminate inaccurate index numbers.

FIR Limited

2801 North Central Avenue
Suite 400

Phoenix, Arizona B5012 USA
tel, 602.650.0958

fax 602.385.4990

toll-free 877.650.0858

FIR PYTVY LTD

Suite 7

16 Brodie Hall Drive

Technology Park

Western Australia

6102 Australia ,

tel. 61.8.9470.4366 ‘ Continuing research and development may result in specilication or appearance changes ot any tme. ForTheBecord, the

fax 61.8.9470.4310 ForTheRecord Wave fogo, TheBeeord and TheRecord Annotator are either registered trademarks or trademarks of FTR Py Lid
: andfor FIR Umited. Microsolt and Windows are registered trademarks of the Microsalt Corporation
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BusComm Incorporated

Product Descriptions

The FTR Reporter program consists of two main components. The Recording Panel
contains the tools for recording and archiving proceedings. The Playback Panel
contains the tools for playing back recordings as well as copying sections of the
recordings to another location for review or transcription. See the respective sections
entitled The Recording Panel and The Playback Panel for a thorough description of
these components.

FTR Portable Reporter is a software/hardware solution for converting a notebook
computer into a compact and convenient mobile digital recording system providing all of
the benefits of the FTR Reporter software.

FTR ReporterDeck™ is a standalone hardware “appliance” that performs 4-channel
digital audio recording, archiving, playback and duplication. It requires no additional
hardware or software to operate. Up to eight microphones can be connected to the
ReporterDeck and archiving is provided through the built-in CD-R writer. Up to 21 hours
of 4-channel audio can be stored on a single CD. The system is designed as a direct
‘plug-n-play” replacement for analog tape recorders.

FTR Player Plus allows a user to play audio recorded with FTR Reporter during and
after recording. Stand-alone or LAN-based users can retrieve and playback audio from
any digital media that contains FTR recordings. Users can review an entire day of
testimony or go to a specific moment in the recording by entering the desired time.
Users can also specify any range of audio and save the selected audio to another digital
media or network drive.

FTR Log Notes is a stand-alone, electronic note-taking software package that provides
a comprehensive method of annotating the digital audio files. FTR Log Notes provides
an advantage over the antiquated paper log note process by automatically adding a
time-stamped audio link to each log note. Courtroom personnel and their customers
can create log notes in a variety of ways, including listening to recording audio,
playback audio, or listening to live proceedings without being connected to the recording
system at all.

FTR Monitor controls recording, notation, and playback in multiple locations from a
single site. Working in conjunction with FTR Reporter™, FTR Monitor streamlines the
recording, archiving, and distribution process for greatly improved productivity. This
makes FTR Monitor the most complete and effective solution for central recording
environments.




BusComm Incorporated

The Save-To-Tape program is an optional feature that can be purchased separately
from FTR Reporter and FTR Player Plus. This feature allows the digital audio to be
reformatted and copied to standard audiocassette tapes that can be played on any tape
player. Save-To-Tape requires the FTR high-speed tape duplicating machine.

The FTR External Clock Display is a two-sided digital clock for use with FTR Reporter.
It produces a large, clearly-visible display of the current record time so court participants
are aware that recording is in progress. The time display is also an invaluable tool for
participants to note the time of specific events for case review at a later time. The 1.8-
inch high digits are visible up to 50 feet away, making the clear hour/minute/second
readout easily viewed from the smallest deposition room to the largest courtroom
environment.

The MX-4 is a compact and lightweight audio mixer unit suited to applications where
compactness, portability and rapid set-up are important.

The MX-3 has been designed and built specifically for use in courtroom type
environments, and is capable of servicing the requirements of single or multi channel
analog and/or digital recording. Additional facilities are also provided for multi-zoned
sound reinforcing, voice masking (husher) systems, remote witness (CCTV) links,
teleconferencing and other peripheral systems. It includes an advanced, dynamic
signal processing system that automatically manages the wired dynamic range often
encountered in courtrooms. It compresses a range of normal speech levels into a
narrower and more workable spectrum, and reduces ambient and low level noise at
times when normal speech levels are not present. Two models are available,
accommodating either 8 or 16 microphones.

The Expansion Kit has been designed to expand the MX3 Mixer, allowing the addition
of more microphones.

4-Channel Encoders Cards offering four analog inputs plus four outputs and can
simultaneously mix four virtual devices to any output. 20 bit A/D and D/A converters are
used for superior audio quality and signal resolution. Audio outputs can be configured
in either balanced or unbalanced.

The USB Audio Mixer Using the USB Audio Mixer eliminates the need for an Encoder
Card (Delta or Antex) as one is built in to the mixer. In addition, the USB Audio Mixer
uses an available USB 2.0 port on the PC instead of a PCI Slot on the motherboard.




BusComm Incorporated
| Product Descriptions continued

FTR Headphones are used to listen to playback of audio. This headset can either be
plugged into the speaker port of the PC or into the external speakers.

FTR Foot Pedal is a transcription pedal that attaches to either the game port of the PC
or the USB port of the PC. Left side of the pedal = rewind and the right side = forward.

MX393 Shure Microphone Microflex boundary microphones provide a low-profile
solution for uses from altars to distance learning centers. Three models feature distinct
characteristics, from internal preamplifiers and programmable silent membrane
switches, to logic inputs for interface with automatic mixers or other auxiliary equipment.

MX412 Shure Microphone Microflex gooseneck microphones deliver premium quality
audio for a wide variety of sound reproduction applications, including houses of worship,
courtrooms, or conference centers,

R183 Shure Microphone Cartridge (Omnidirectional). Recommended for general
purpose sound reinforcement, recording, or remote monitoring applications. Low
handling noise. Pick-up angle = 360°,

R185 Shure Microphone Cartridge (Cardioid). Recommended for general purpose
sound reinforcement applications required good rejection of ambient noise. Use of
windscreen highly recommended. Pick-up angle (-3db) - 130°.

The SM 63 Shure Microphone is elegant, yet rugged. This high output series dynamic
Omnidirectional microphone is designed for professional applications where
performance and appearance are critical. Their smooth, wide-frequency response is
tailored for optimum speech intelligibility, and includes a controlled low-frequency rolloff
for reduced pick-up of stand and wind noise. A built-in humbucking coil makes this
microphone virtually immune to strong hum fields, such as those produced by studio or
office lighting.

The Microphone Control Unit is a customized compact device that allows the judge to
have control of all the courtroom microphones from the bench. This unit allows for the
muting of selected or all microphones at the judges discretion.




BusComm Incorporated

The Record Reporter is a total audio/video recording, review and annotation solution
that consists of three programs that record, play back, archive and manage audio/video.
With TheRecord Recorder™ users can capture the audio/video and then play it back
with TheRecord Player™. With TheRecord Annotator™ they can dynamically annotate
the record and automatically timestamp each note with a hyperlink to the associated
audio/video. Reporter features familiar “tape recorder-style” controls that are easy to
use and learn. Four-channel digital audio and video recording with individual channel
isolation and volume control ensures users a complete and accurate record of superior
quality.

The Record Director is a robust, remote, start/stop recording control and monitoring
solution. It consists of three programs—TheRecord Monitor™, TheRecord Player™,
and TheRecord Annotator™-—that are used together to centrally control, play back and
annotate audio/video being recorded by TheRecord Recorder™ in multiple court and
hearing rooms.

TheRecord Player is a FREE program available for download from the FTR web site
that court administrators, judges, court monitors and clerks and transcribers can use to
review recorded proceedings. With TheRecord Player users can access, play back,
duplicate and share audio/video recorded by an FTR recording system.

TheRecord Annotator is designed for judges, court monitors and lawyers who want to
annotate court proceedings and transcription firms that want to provide clients with
transcripts they can see and hear as well as read. Annotator includes an electronic
note-taking application that's used to dynamically annotate the record of proceedings,
and automatically time-stamps each note with a hyperlink to the associated audio/video.




5.4.2 System Functionahity:

a. Audio Recording

1y

6)

7

8)

Does the product record and store the court’s proceedings in a digital format?

Yes
Does the system time-stamp the recording in increments no greater than one second?
Yes

What is the microphone input capacity of the recording system?
The FTR system does not limit the number of microphones that can be used. The
number of microphones that may be used is limited only by the selected mixer.
Can the recording system play back a selected portion of the recording while continuing to record
on a mirmum of four channels?
Yes
What is the operational bandwidth of the recording system? Aftach verification by an audio
engineer of the reported bandwidth. Attach professional credentials of engineer.
See Tab 10
¢ Reporter 2.x, or optimized for Quality MPEG-2 AAC, Quad = Sample Rate
22050z Bit Rate 48kbps
¢ Reporter 2.x, optimized for Storage MPEG-2 AAC, Quad ~ Sample Rate
22050Hz Bit Rate 32 kbps
# TheRecord Reporter 3.x optimized for Quality MPEG-2 AAC, 22050Hz Bit
Rate  48kbps
s  TheRecord Reporter optimized for Storage MPEG-2 AAC 22050Hz Bit Rate
32kbps
Describe the mechanism(s) contained in the recording system that will prevent pickup of radio
frequencies in the recording.
Shielded cable and the proper installation of the ground wires
Describe what, if any, capabilities the recording system has for linking the recording with exhibits
and other documents that are presented during court hearings.
ThinkLink allows the programmers of our software to develop special applications
to integrate with third party software such as JIS,

Describe what, if any, capabilities the recording system has for linking the system with any video
conferencing equipment the court may have.
FTR can provide recording systems that will captare either the audio only, or the
audio video that is delivered from a video conference system. Audio video capture
would require Windows XP as a minimuam specification.

b.Annotations / Session Setup:

1)

OSCA-05-011-01

Does the recording system have an integrated note-taking utility which allows the system
operator to take notes that are tied to time-stamps marking particular sections of the audio
recording?

Yes -~ FTR Log Notes
Is the time-stamp entered when the annotation is begun or when it has been completed?

The time-stamp is entered when the annotation is begun.

Can notes be added or changed during and after the court proceeding without the necessity of
exporting, editing in a different program, and re-importing to the system?
You may add or change any annotation before, during, or after any proceeding
without having to export, edit in another program and then re-import the document
from another application.

18




OSCA-05-011-01

4)

6)

7)

8)

9)

10y

11}

i4)

15)

16)

Can notes be added and changed from the operator’s workstation and from other locations on the
network?
Yes ~ notes can be added and changed from any Windows based PC Workstation.
(“an users other than the court recorder take notes and link them by time-stamp to the recording?
If yes, describe this capability.
Anyone that has the Log Notes application may take notes that can then be linked to
the audio by time stamp. They may use their own individual notes to find particular
sections of audio. That will allow the courts to hand out audio to someone without
having to hand out the annotations.

Can users add private notes- notes that are accessible only to the author or to designated
personnel? If yes, describe this capability.
Yes, the individual author can assign individual rights to their document that will
allow only the author or anyone else given permission to view the document.

Does the recording system incorporate user-defined “hot keys” which assign specific text to
function keys? If yes, what is the maximum number of “hot keys” that can be established?
Yes, the maximum number of “Hot Keys” is 196. These hot keys can be different
per user.

Does the recording system incorporate “pick lists” which permit the user to designate selections
from pull-down menus?
Yes, there are certain features that do have pull down menus.

Is there a limit to the number of items that can be entered in a “pick list”? If there is a limit to the
number of items that can be entered in the “pick list”, what is that limit?
FTR-Gold uses a glossary feature that will allow the user fo create as many
glossaries as they wish. At that point the user may pick which glossary to use.
There is no limit to the number of items.
Can the annotations associated with specific audio files be printed? If vyes, describe the
procedures necessary to obtain a printed copy of the annotations.
Yes, there is a print icon on each annotation sheet. Press this icon and you may
choose from any printer on your network.

Describe the procedure for searching annotations to find specific material for playback.
There are a number of ways that you may search annotations for specific material
for playback. There is a search icon on each page. You may search by a particular
note that was taken, a specific time a note was taken or by a certain word that was
taken in the annotation.

Does the system highlight the annotations corresponding to the audio as it is played back?
Yes

Does the recording system permit entry of session set-up information that is stored with the audio
file?
Yes
Is the set-up customized by courtroom/courthouse?
Yes, the system is customized per courtroom/courthouse and it is also customizable
by user.

What are the limitations of the customization in terms of number and size of text fields,
positioning of fields, data entry requirements?
The text fields utilize a text wrap feature that will allow the fields to be as large as
the user would like. There are no limitations to the size of the text fields or the
amount of data that can be entered,

How far in advance of the session can the set-up information be entered?
The session can be set up as far in advance as you would like. There are no
restrictions {o advance set up.
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17)

19)

Can the session set-up information be saved from one session to another (e.g., for a trial lasting
more than one day)?

Yes — a master template can be created and copied multiple times using standard
Windows functions.

Describe the procedure for retrieving the set-up information from a previous 5E881011
To get previous information for a set-up you would click on the “Properties” icon on
the annotation sheet. In the “Properties” window you click on the “Glossary” tab.
Inside the “Glossary” there is a pull down menu that will allow you to choose the
glossary of your choice. Inside that glossary you would have the information that
vou need set up as “hot keys” to be put into your next annotation sheet.

What, if any, restrictions are there to the length of the text fields used for session set-up
information and annotations modifiable by the user?
The text fields utilize a text wrap feature that will allow the fields to be as large as
the user would like. There are no limitations to the size of the text fields or the
amount of data that can be entered.

Are the font, window size, and spacing of text for the session set-up information and annotations
modifiable by the user? If yes, what, if any, restrictions exist for the modifications?
In the standard package, the FTR Gold system will not allow for the modification of
the fonts. It will allow for the spacing of the text and the window size.

Does the recording system provide for split screen capability to enable viewing of case
documents and audio record annotations simultaneously? If yes, describe the split screen.
Yes, the Log Notes window can be sized to allow multiple applications to be viewed
simultaneously.

¢.Playback / Transeription:

4)

(¥ 4

OSCA-05-011-01

Is proprietary software required for two-channel playback of the recording? If yes, how 1s the
software accessed? If ves, what, if any, cost is incurred?
No, FTR offers a player application that can be downloaded for free off the Internet.

Is proprietary software required for four-channel playback of the recording? 1If yes, how is the
software accessed? 1f yes, what, if any, cost is incurred?
Yes, you would need to have FTR PlayerPlus to playback the audio. You may also
isolate certain channels with this software. It is available for free on the Internet at
www. ftrgold.com.

Does the recording system permit playback from the operator’s workstation, from any networked
location, and from separate PC’s and portable applications?
Yes
Will the recording system permit simultancous playback of the same recording from multiple
networked locations? If yes, what, if any, restrictions are there to the simultaneous playback?
Yes, there are no restrictions. Multiple people can listen to the same audio at the
same time.

List the types of information on which users can search for desired audio segments.
Users may search for desired audio by date, time, case number, text in the
annotations, description, location, date range or any word or phrase.

Can # single scarch incorporate multiple cases and sessions? If yes, describe what, if any,
restrictions apply.

Yes, if you do a search by a date range it will bring up all of the Log Sheets that you

created during those days. Also if you do a search by a particular word, anything
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OSCA-05-011-01

7)

1

7).2

8)

9)

1)

i

that was typed in the annotation document, it will bring up all of the Log Sheets
created that have that word in it. You may also do a search by the location where
the log sheet was created, such as a courtroom number..

Describe what measures the offeror has taken to insure that a high quality audio record is

captured and available for playback:
There are multiple ways to ensure that high quality audio is being captured. First,
the quality of the audio would be the highest in the industry because of our 22K
sampling rate. Second, you may use Confidence Monitoring which will allow you to
listed to the audio via headphones with a 1 second delay. The audio that you would
be listening to would already have been recorded. Third, there is a clock in the
recording software and an optional digital external clock that is connected to the
PC. The clock will be running anytime you start recording and are capturing a
record. If the clock is not running, then you are not getting a record.

In the selection / design of the hardware and software, including mechanisms to boost or clarify

the signal.
The quality of the audio would be the highest in the industry because of our 22K
sampling rate that is included in the software. The hardware needed would include
a 4-channel Antex card. This award winning card utilizes 20bit A/D and D/A
converters for superior audio quality and signal resolution. Another wunit of
hardware would be the MX-3 or MX-4 mixer. The MX3 and MX4 have been
designed and built specifically for use in courtroom type environments, and is
capable of servicing the requirements of single or multi channel analog and/or
digital recording. Additional facilities are also provided for multi zoned sound
reinforcing, voice masking (husher) systems, remote witness {(CCTV) links,
teleconferencing and other peripheral systems. It includes an advanced, dynamic
signal processing system that automatically manages the wide dynamic range often
encountered in courtrooms. It compresses a range of normal speech levels into a
narrower and more workable spectrum, and reduces ambient and low level noise at
times when normal speech levels are not present.

In the installation / testing and training process.
Before the equipment is brought to the installation location, BusComm
Incorporated has already started the testing process at our office. After setting up at
the installation location, BusComm Incorporated does more testing taking the
surrounding environment into mind. Once that testing phase is completed then the
actual install system will be used for training in the correct environment. This will
ensure the training is geared towards that courts environment.

Does the recording system permit the isolation and playback of at least four discrete channels?
Yes

Does the recording system permit the volume of each channel to be adjusted separately? If yes,

describe.
Yes, there is an independent volume scroll bar for each channel in the software.

(Can software be included as an executable program that accompanies the audio file?
You may include the Player Plus software as an executable program with the audio.
This will enable the person to listen to the audio without having to download the
software.

Does the recording system produce digital files in an industry standard format, such as “WAV”
for audio or ASCI for text?
Yes, the audio is recorded in a standard “.wav” file and the text can be saved in an
ASCH format.
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12) Does the recording system support standard foot controls for transcription?
Since the system operates on a PC, it will support a standard foot control that
attaches to a PC via the game port or through a USB connection.

13)  Does the recording system support standard headphones for transcription?
Yes — standard stereo PC headphones.

14) Does the recording system allow a designated segment or multiple segments of a recording to be
copied to a storage medium or transferred electronically? If yes, describe the procedure for
designating and coping or transferring the segment(s).

Yes, within the “Log Notes” software (annotation software) you may choose a
starting and stopping point. After you have chosen the segment of audio it is as
simple as pressing the save icon and choose the media of your choice.

d.Interface:

1) Can the operator enter commands using either a mouse or function keys, whichever is most
comfortable? If no, by what method must commands be entered?
Yes, however when using “Log Notes” software they will have to use the keyboard
1o type annotations.

e.Analog Duplication:

1) Is the system capable of converting the digital recording to an analog recording and transferring it
to a standard cassette tape? If yes, what are the hardware and software requirements?
Yes, the hardware and software package called “Save to Tape” is required.

2y Will the recording system allow for the conversion of a 4-track digital recording to 4-track analog
recording? If yes, what are the hardware and software requirements?
No however, Save-To-Tape will take 4-Channel digital audio to 2-Channel analog
tape.

{ Integration:

1) Can the recording system integrate non-system audio recordings and other files into the system?
If ves, what types of files can be integrated?
FTR can record any analog audio that is delivered to it in real-time playback.
FTR’s player can play most common audio/video file formats such as wav, mp3, avi, ete.
2y Will the recording system allow the user to import case information from a case management
system into the recording system, avoiding the need for manual entry of information? If yes,
what are the requirements of the case management system? If yes, describe the offeror’s
experience / expertise in writing the required interface. If yes, describe the customer’s role in
developing the interface.
ThinkLink and VBA allows the programmers of our software to develop special
applications to integrate with third party software such as (Banner/ JIS Jor any
other application. FTR is a strategic partner of the SCT Corporation. FTR has
programmers to work only with customers who are developing custom applications
with the SDK software. The customer’s role in this development would be to act as
a facilitator between FTR and the SCT Corporation for (Banner/ JIS) or any other
application manufacturer.

g.Backup / Recovery:
1) Provide a detailed deseription of the backup and recovery methods for the proposed digital court

recording, archiving, and transcription solution. This description should encompass the entire
span of hardware, software, accessories and procedures that will be necessary for the court to
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experience minimal downtime and to maintain adequate backup and recovery capabilities for this
systerm.
FTR writes is content to two locations at virtually the same time. Examples are to a
C'Dy and hard drive or to a network and local hard drive. Files are updated at each
location every quarter second. The actual archive configuration is decided upon by
the purchasing client depending on network availability, ete,

b Archive:

1) Is the recording format open and publicly available? 1f no, describe how the court can be assured
that access will be available in the future.
Yes

2y Is a proprietary archiving format proposed? If yes, provide a detailed analysis of the benefits of
the proposed format. If yes, submit statement that the offeror will provide unlimited, non-lapsing
license to use the proprietary technology. This license must include all hardware, software and
file formats that may be necessary to archive, access and reproduce the court’s audio records.
NO, the archiving format is the same format as the original recordings.

3)  Does the recording system permit automatic archiving of the audio and text files to one or more
standard medium? List the medium to which the audio and text files can be automatically
archived.

Yes, the recording system will aliow for automatic archiving of both audio and text
files to any medium you wish. Examples would be a network drive, CD, Tape
Magneto Optical, or even a ZIP disk.

4)  Does each location have the capability to determine the frequency with which files are
automatically archived? What, if any, restrictions apply?
Yes, the frequency may be chosen independently by each location.

5)  Does the recording system provide an optional automatic purge function? If the purge function is
enabled, can an operator override the function to insure that the recording of a specific case or
session is not purged? Can separate parameters be set for different types of cases? What, if any,
restrictions apply to these parameters?

FTR does not use a database at its core so mo purging is necessary. FTR
automatically overwrites the very oldest audio or audio/video content and replaces it
with new content as soon as the drive or partition becomes full on the local hard
drive. Archive audio is never overwritten and must be managed. Management is
dependent on the media that is selected for long term archiving.

i.Reliability / Security:
1) How many access levels can be established for the recording system?
The access levels are established inside of the Windows software. The number of
levels could be as many as 1,000.
2)  Can the recording system be configured to require the entry of a user ID and password for

security and access to unique settings for each individual user?
Yes — through the Operating System
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Can the recording system be configured to allow the system administrator for each location to
determine at what interval(s) user ID’s and passwords will expire?
Yes — through the Operating System
Can the recording system be configured to restrict a user’s access to specific functions within the
application?
Yes — through the Operating System
Can the recording system be configured to restrict user aceess to specific types of data?
Yes — through the Operating System
Can the recording system be configured to restrict user access to specific functions with specific
types of data?
Yes ~ through the Operating System
Can the recording system be configured to permit the definition of effective beginning and end
dates for all defined security restrictions?
Yes — through the Operating System
Can the recording system be configured to allow security requirements for all areas to be changed
on-line? Can the recording system be configured to allow changes to be invoked immediately
without the requirement for restarting the system?
Yes — through the Operating System
Can the recording system store the signal to two separate storage devices simultaneously? If yes,
define these storage devices.
Yes, FTR records to the hard drive of the main recording system and an archive
Ioeation,
Describe the visual and audio indicators / devices that the user can rely on to insure that all
microphones are picking up a signal.
There are a number of indicators to let you know that all microphones are picking
up a signal. You can listen to the audio through the headphones. There are also
lights in the software to indicate that the microphones are picking up audio. The
light on the computer screen will shine green then they are picking up audio.

Diescribe the visual and audio indicators / devices that the user can rely on to insure that the signal
is being recorded to the storage medium,
There is a “Record Media Status Display” which will allow the user to look at the
indicator in 4 different ways. 1) The number of MB available; 2) The recording time
in minutes & hours; 3) Percent of hard disk used; 4) A progress bar,

Describe how sound can be muted with each type of microphone that the offeror proposes to

install. Indicate what type(s) of microphone are being considered for the judge, witness, and

attorneys.
The microphones have a “mute” button that will allow the person to press the
button when they want to mute the microphone and release the button when they
no longer want the microphone muted. There is also an accessory called a
Microphone Control Unit which will allow the Judge to mute from his bench all
microphones, all microphones except the sidebar microphone or just the
microphones at the counsel tables. The microphones being considered are in
conjunction with the Missouri Sound Recording Manual which states the Judges
microphone will be omnidirectional. The other microphones at the witness and
attorney tables will be unidirectional.

Can the recording system produce an audible alarm, which sounds at site-defined intervals, when

the system has been put in “pause” or “mute” mode? If yes, where does the alarm sound? Can

the volume of the alarm be adjusted?
NO, there is no audible alarm in the FTR software. FTR recommends the use of
Confidence Monitoring. BusComm Incorporated’s programmers could work with
OSCA to consider developing a software application to provide an audible alarm.
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14) Describe the visual and audio indicators/ devices that the user can rely on to warn that the storage
medium is reaching capacity. Can the administrator or individual users at each site adjust the
timing of these alarms so that more or less time is available for switching to alternate storage
device? If yes, what are the restrictions for adjusting the timing?

The display will flash a red “Low Capacity” warning when there is 20 minutes of
recording time available on any storage device.

15) Describe the method for determining whether audio or text files have been edited or otherwise
changed since they were created.
You can run a history on the file that was created.

16) Describe the method for determining whether copies of files are identical to original files created
by the recording system.
The file size and the history will let you know if there were any file changes.

j.Administration:

1) Describe the atilities provided that generate basic reports on the status and contents of the system
files.
Microsoft Windows provides “Event Viewer” software that will enable basic reports
such as a Application Log, Security Log and a System Log.

2)  Specify existing report layouts and report options, including available queries and ad hoc reports
that may be run by each site. Are procedures for generating reports currently described in the
user’s manual?

The report Layouts consist of type of event, date, time, source category, user, and
the computer that created the event. There are no available queries for the reports.
Procedures will be provided during the training period.
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Provide the specifications for microphones and wiring.
See Tab 11
Can the mixer be mounted under a desk surface? What hardware is provided with the mixer to
permit its mounting under a desk surface?
Yes, the mixer may be mounted under a desk and there are brackets provided to
mount this piece of equipment. It may also be mounted in a rack system.

Describe the restrictions, if any, for integrating the recording system into an exiting sound
reinforcement system in the courtroom.
The recording system will work with any mixer that has audio out capabilities.

What criteria will used to determine that the quality of the signal is acceptable in general trial,

voir dire, and bench conference situations? Include a detailed description of the test plan.
BusComm will work together with the individual courts and Central Transcription
to ensure that the best possible record is kept and the recording quality is acceptable
in each of these situations. See Tab 12

Indicate the method used to inform clients of implemented and future enhancements, upgrades.
Enhancements, upgrades and software patches will be brought to the attention of
the central point of contact at each location. This will allow the courts to decide the
time that would be best for the courts, and the technician to come to that location
and install the upgrade.

Provide one copy of the current training and reference materials that are distributed to system
USErs.

See Tab 9
Describe the options for training staff who did not participate in the training at time of installation
and for training on system upgrades.

Additional training classes are available for $500 each.

Provide resumes for current training staff. Include educational transcripts and a description of
experience, including length of time, with teaching the recording system.
See Tab 13
Describe what education or experience training staff has that would provide an understanding of
court proceedings, preferably the proceedings of Missouri trial courts.
BusComm Incorporated has been working with state of Missouri courts for over 25
years. BusComm assisted in the creation of the original specifications for electronic
recording for the state. Our employees have not only been working with the state for
installation and training of the digital recorders we have also been training state
employees on an ongoing basis on how to use their current tape based systems, the
Sony 4-channel standard cassette recorder.

Describe what, if any, measures the offeror takes to insure that the training provided to users
meets their needs.
BusComm Incorporated has taken great measures to ensure that users are trained
to the best of their ability. After training has been completed BusComm
Incorporated will provide a questionnaire that we ask the users to fill out that will
help us to make our training and installations better in the future.

¢ Warranty / Support / Maintenance

OSCA-05-011-01
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Provide a copy and description of all warranties associated with the proposed system.
See Tab 13

Describe currently available or proposed technical and functional support programs. Include

hours of operation, location of support, and type of support.

See copy of Guaranteed Maintenance Service Agreement in Tab 14

Describe software problem resolution and escalation procedures and standard time frames.

The user at a court location should call the Customer Support Help Desk at
BusComm Incorporated. They may be asked to try a couple of preliminary
diagnostics by the person at the Help Desk. This person will try to walk through the
diagnostics with them over the phone. 1f this does not resolve the problem then a
service person will be dispatched to their location.

Describe current methods for accessing software problem information and downloading fixes.
The current methods for accessing software problem information would be through
our 800-283-7755 Help Desk. Software fixes and downloads can be located at
www.ftrgold.com.

List the hours and days during which support is available through a toll-free number. What is the
response time in minutes or hours for calls made to this toll-free number?
The response time is 30 minutes for a return call to the toll-free number.

Does the offeror provide the option for courts to obtain responses to their questions and
comments via e-mail? If yes, what is the response time in minutes or hours for questions/
comments communicated by e-mail?

Yes, a 2-hour response is guaranteed between the hours of 8AM. and 8 P.M.

1ist the work address(es)-city(ies) and state(s)- of support staff who will be dispatched, if needed,
to resolve system problems/ install upgrades in Missouri’s courts,

11696 Lilburn Park

St. Louds, MO 63146
Adttach copies of the annual maintenance agreements that cover the recording system. These
documents must clearly delineate the products and services that are included and excluded from
the agreement.

See Tab 14
Indicate the policy regarding support for court-developed customizations and enhancements, if
any.

Court developed applications do not void the warranty of the equipment.

If the offeror’s maintenance and support proposal assumes that court personnel will be
responsible for any preliminary system diagnostics, include a detailed description of those
expectations along with the offeror’s proposed plan for transferring this knowledge to court
personnel.
When a person from the courts calls the Customer Support Help Desk at BusComm
Incorporated, they may be asked to try a couple of preliminary diagnostics by the
person at the Help Desk. This person will try to walk through the diagnostics with
them over the phone. If these attempts are not successful, then a service technician
will be dispatched to their location.

The offeror must provide a written guarantee that parts or complete malfunctioning units, such as
microphones, mixers, or speakers will be replaced within 24 hours of receipt of a service call.

See Tab 14
The offeror must state the warranty periods for all software and hardware provided by the
contractor.

90 Days from date of installation
The offeror must provide copy(ies) of its maintenance agreement(s), which clearly delincate the
products and services that are included and excluded from the agreement.

See Tab 14
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OTHER COSTS

Je offeror must state below under Required Other Costs any costs, in addition to those quoted on the Pricing Pages
contained herein, for any additional materials, services, supplies, and/or other one time costs that are necessary to satisfy
the requirements of the Request for Proposal and shall, therefore, be furnished by the offeror if awarded a contract, at no
more than the cost indicated. The offeror may list any related optional other costs where indicated below.

ITEM UNIT OF
NO, CSCRIPTION COsT MEASURE | COMMENTS
REQUIRED OTHER COSTS:

Major Version Software Upgrades™ TBED Each Price will be MSRP

HOPTIONAL OTHER COSTS:

Move/Add/Change/Wiring { Labor) $125.00 Hour
Service (Customers with No Maintenance) | $125.00 Hour
- Normal Business Hours

Service ~ After Hours $187.50 Hour
Service — Sundav/Holiday $250.00 Hour
Training Class (1/2 Day) $500.00 Fach
Wiring {Materials) $1.25 Foot

*Major Version Software Upgrades arc defined as manufacturer changes to software resulting in
an increase in the version number, such as an upgrade from version 1.3 to 2.0. There will be no
charge made for changes that do not increase the version number, such as an upgrade from version
2.0 to 2.1. BusComm Incorporated cannot guarantee availability of discontinued software versions
from the manufactarer.
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RENEWAL OPTION
FOR
ALL PRICES

The Office of State Courts Administrator shall have the sole option to renew the contract in one (1) year increments, or a
portion thereof, for a maximurm total of three (3) additional vears.

of price decrease applicable to the renewal option periods. The stated percentage(s) shall apply to each Hemized
component on the applicable pricing page(s). If a percentage is not quoted (i.e. left blank), the state shall have the right to
execute the option af the same price(s) quoted for the original contract period. Statements such as "a percentage of the
then-current price” or "consumer price index" are NOT ACCEPTABLE.

All increases or decreases shall be calculated against the ORIGINAL contract price, NOT against the previous year's
price. A CUMULATIVE CALCULATION SHALL NOT BE UTILIZED.

The percentages indicated below will be used in the cost evaluation to determine the potential maximum financial liability
to the State of Missouri.

NOTICE: DO NOT COMPLETE BOTH A MAXIMUM INCREASE AND A MINIMUM DECREASE FOR
THE SAME RENEWAL PERIOD.

1. Additional Acquisitions

Maximum Increase OR Minimoum Decrease
1st Renewal Period: original price +_ CPI-U OR original price - %
2nd Renewal Period: original price +__ CPI-U OR original price - %
3rd Renewal Period: original price +__ CPL-U OR original price - %

2 Maintenance

Maximum Increase OR. Minimum Decrease
st Renewal Period: original price &+ 5% OR original price - %%
2nd Renewal Period: original price +____ 10% OR original price-__ %
3rd Renewal Period: original price + _ 15%, OR original price - Yo

3. Installation of Additional Acquisitions

Maximum Increase OR Minimum Decrease
15t Renewal Period: original price+_ 0% OR original price - %
2nd Renewal Period: original price + 0% OR original price - %
3rd Renewal Period: original price +____ 0% OR original price - %
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Welcome

FTR Log Notes is a stand-alone, electronic note-taking software package that provides a
comprehensive method of annotating proceedings. ‘When used in conjunction with FTR Reporter
or FTR Player Plus; FTR Log Notes provide$ an advantage over the paper log note process by
automatically adding an audio Hink o each log note. Users can oreate log notes while listening to
recording audio, playing recorded audio, or listening to live proceedings without being connected
to the audio at all.

FTR Log Notes is an electronic log sheet for entering notes quickly and easily. The noies are
automatically time-stamped with a link to the associated audio. With time references inchuded in
the notes, individuals that need o review the audio record can find specific moments in the
recording efficiently.

FTR Log Notes also incorporates a very powerful search engine. Al information entered by the
user is searchable and is associated o the applicable andio record.

There are two FTR Log Nows products available.

»  FTR Log Notes Standard Edition
This version has all the functionabity of previous versions of FTR Log Notes with
several new significant featares.

«  FTR Log Notes Professional Edition
This version has all the functionality of FTR Log Netes Standard Edition but with
Yisual Basic for Applications (VBA) included. With the addition of VBA vou can
customize FTR Log Notes Professional Edition to the users specific requircments.

Customizing

FTR Log Notes Professional Edition now includes Visual Basic for Applications (VBA). With
YBA vou can customize the way FTR Log Notes Professional Edition works by changing some of
the default features and awtomating some common tasks unigue to the way vou operate.

| This gymbol indicates arcas of the User's Guide where costomization may have changed the
way vour installation of FTR Log Notes Professional Edition works,  For details about how to
customize FTR Log Notes see the Progrmmers Ouide in the on-line help.

Mote: Aceess o the Progranuners Guide is determined during installation of TR Log Notes Professtonal Edition. It
iy rwot be available with vour installation of FTR Log Notes,
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System Requirements

As with any software, there are minimum hardware and software requiremenis, which need to be in
place prior to installing and using FTR Log Motes. While the following lst is a minimum
specification it is important to be aware that using additional programs will require a higher
specification.

The following specification is the minimom requirement for both editions of FTR Log Notes:

«  Microsoft® Windows®@ 98SE, Windows® 2000 (5P3), Windows® XP Home (5P or
Windows XP Professional (8P

» - Recommended specification for the chosen operating system or
P166 (whichever is higher)

«  Addiional 16MB RAM
w256 color, 800 x 600 video display adapter and monitor
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Installing FTR Log Notes

When the CI is placed in the CD-ROM drive, the software installation should start automatically.

Boles,

MNote: Windows 2000 and Windows K1 users reguire Admbuistrator rights to install FIR Loy

Toinstall FTR Log Notes:

1, Place the CD into the CD-ROM drive of your compuler.
2.
3,

Nofe: Y our Welcome dialop box will appear different when installing FIR Log Motes Standar




4. From e Software License Agreement dialog box click Yes 1o accept the terms and
continue with the installation,

il License Rgreenent

s

i

In the Berial Number Entry dialog box, enter your serial number, exactly as i appears on
vour registration card, and click Next,

Mote: I you are installing an upgrade product and the older version is still installed, you will not need to
enter a serial number. However, if the original product is not installed, you will need 1o enter the
serial pumber supphed with the earlier version.

6. Fill out and send your registration card or register on-line at www firgold com
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In the Installation Folder diglog box choose the hard disk drive 16 which the FTR Log

7.
Notes program files will be installed. Click Next.

Note: If vou have a single hard disk deive then this dialog box is not displaved.

% You

8. Inthe Save Location dialog box select the destination folder Tor saving log sh
can change the Save Location destivation folder by clicking Browse and selecting a new

folder. Click Next.
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8, Inthe Visual Basic Editor dialog box, select or clear the Enable the Visual Basic Editor
check box as required. I you want your users 1o have access to the VB progranuming
features of FTR Log Notes then select the check box. Chick Next.

Note: The Visual Basic Editor is only available in the FTR Log MNotes Professional edition.

16, From the Start Instabling Files dialog box read the summary information and if satisfied
click Next.

Note: i any information is wrong click Back until you reach the relevant dialog box, make the required
changes and proceed as before.

et thsballing Fles
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11, When installation is conmplete click Finish.

Digrbal Log Noteg Eofbware
W 4 [
Sor Witndowy
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Information for Upgrading

I vou are upgrading from FTR Log Notes version 1.3 to FTR Log Notes version 2.1 please read
the following information.

After you have completed the installation of version 2.1 start FTR Log Notes. From the toolbar,

click the Tools ﬁ buiton and click Glossaries. The first time this is done all version 1.3
plossaries are copied 1o the new glossary folder and converted to version 2.1 glossaries. Itis
recommended that once this conversion has occurred you delete the version 1.3 glossaries from the
original installation folder, H this is not done and you delete a converted glossary then it is
reconveried the next time Glossaries are used,
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Uninstalling

To uninstall FTR Log Notes use the standard Microsoft® Windows® operating system methods for
the removal of programs.

Mote: When uinstalling any FTR Gold program other programs in the FTR Ueld family are also removed,

VBA issues

You may experience some problems using Microsoft Office installations after uninstalling FTR
Log Notes. This results from missing files related to the VBA common components of FTR Log
Wotes and Microsolt Office.

If you experience such problems then use the original Microsoft Office installation CD’s to restore
any migsing fles.
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Starting FTR Log Notes

You can start the FTR Log Notes program from the deskiop icon or from the Start menu,

To starit FTR Log Notes from the deskiop:
1. Minindze any windows 1o reveal the deskiop.

2, From the desktop, double-click the FTR Log Notes icon %

To start FTR Log Notes from the Start menu:
1. Click Start. ,
2. Point to Programs then FITR Gold
3, Click FTR Log Notes.
Once FTR Log notes is staried, a new empty log sheet is displayed. You can use this empty log

sheet to create a standalone or linked log sheet as required. Sec Creating Log Sheets later in this
garide.

I you don’t wish 1o create a log sheet at this time but vou do wish to review an existing log sheet
then open the required log sheet and close the empty log sheet. Seo Reviewing Log Sheets later in
this puide.

Quitting FTR Log Notes

Each log sheet is displayed inan FTR Log Notes window. "To quit the program vou need to close
all log sheets and when the last one is closed you quit the program,

To guit the FTR Log Notes program:

1. Click the Close bution at the top of each FTR Log Notes window.

2. When yvou close the last log sheet vou quit the program.

Page 16




The FTR Log Notes Window

The dizgram below illustrates the main components of the FTR Log Notes window,

Lano

Log Bhest Label Tovlbar

o~

Ao Bar

Component

Loy Sheet

Description

FTR Gold Logo
Log Sheet Label
Log Sheet
Audhio Bar

Toolbar

Click this to display the About FTR Log Notes dialog box.
Bee Using Help later in this guide.

This is the title, which belps to identify each log sheet. Bee Log Sheet Label
Liter in this section.

This section contains the data enfered by the user.

See The Log Sheet later in this puide.

The audio bar displays information about linked audio. Sec Audio Bar later
in this section.

The toolbar provides buttons for the wain functions. See the next section,
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Toolbar

The toolbar comains buttons providing quick mouse access to the main FTR Log Notes functions,

Note: For details about keyboard shorteuts see Appendin A: Using Kevboard Shortcuts at the end of this guide.

These include the ability to set, view and modify properties for FTR Log Notes, open log sheets,
find information and save copies of log sheets. The following table describes cach of the FTR Log
Notes toolbar buttons.

Toolbar Button Action

Tools [¥] Opens the of Tools menu. Sce Tools in the next section,

Edit/Read-only [ Toggles between edit mode and read-only mode. Click o enable or
disable log note editing.

ﬁ Mew [¥] Creates a new log sheet in a pew FTR Log Notes window. Sce Creating
Log Sheets later in this guide.
E Open [¥] Opens the Open Log Notes dialog box, which is used to find and open
existing log sheets. See Opening Log Sheets later in this guide.

ﬁ Save Copy As [g] Opens the Save Copy As dialog box, which is used 1o save a copy of the
log sheet w another location. See Saving and Copving Log Sheets later in
this guide.

E Prinit Click this bution to print. Sec Printing Log Sheets later in this guide.

g Find Text Opens the Find Text dialog box, which is used 1o locate specific words in
the log sheet. See Using Find Text later in this guide,

j Alwayson Top  Sets the selected log sheet to always remain on top of other program

windows,

ﬁ Properties Opens the FTR Log Notes Properties dialog box. See Setting FIR Log
Notes Properties fater in this guide.

ﬁ Help Displays on-line help.

ﬁ Minimize Minimizes the FTR Log Notes window.

BMaximize Maximizes the FTR Log Notes window (o occupy the full screen or
T restores 1o previous custom size.
i Restore

Close Closes FTR Log Notes.

These operations are vustorniagble weing the dochided Visusl Baste for Apphications - FIR Log Notes Profussdonsd Edition vy
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Tools

FTR Log Notes is supplied with four standard tools:

«  Glossaries - a comprehensive method of storing and using common words and phrases for
rapid inclusion in a log sheet. See Glossaries later in this guide.
L

Pick Lists - a system for third party programs to provide information for inclusion ina log
sheet, See Pick Lists later in this goide.

s Merge - provides a way to merge multiple log sheets into one while maintaining the
originals. See Merging Log Sheets later in this guide.

Filter - provides a way to extract specific log notes from a log sheet to create a new log
shoet. See Filtering Log Notes later in this guide.

These tools are all customizable, as they have been created using Visual Basic for Applications.
FTR Log Notes Professional Edition 1s required if you want to customize these standard tools.

You can also create your own tools by following the instructions in the Programmers Information
section of the on-line help.

Note: Programmers Information is only available with FTR Log Notes Professional Edition.
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Audio Bar

FTR Log Notes provides a guick visual indication of the linked log sheet’s audio and the relative
position of cach associated log note. The Audio Bar appears in the narrow black strip to the left of
the log sheet alter the tog sheet is linked to audio. The figure below shows the Audio Barand a
description of sach element.

Hudio Start
The top of the thin blue Tine indicsles the starl of the inked audio

Range Start Marker

This taly represents the range slart ime as defined in FTR Reporier or FTR Player Plus Audio ranges can be selin FTR
Heporter o FTR Player Plus or directly from the log note shorteut menu. See Setting the Audio Range tater in this guide for
more information.

Current Log Note Marker
This indicartes the last log note relative to the current play time of the associated sudio. A5 the audio continues 1o play the
current g note marker moves fo show the corresponding log note

s Byl Enved Marker
This tab represents the Audio Range end time

« foudie End
The boliorm of the thin blue ling indicartes the end of the inked audio.

Mate: The Awdio Bar will only appear if the log sheet is linked 1o audio, See Linking o Log Sheet to Audio later in this
gudde for more information.
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Log Sheet Label
With multiple log sheets open, it can be awkward to determine which one is required because other
sheets conceal the log sheet heading wformation,
To make it easier to identify the required log sheet the Log Sheet Label can be toggled to display
one of the following pieces of information from the log sheet heading:

»  Date
AN o SRR R AR S
10:/:04/2002

RN

Note: If the Location ficld is ampty then <Location is displayed.

Nute: I the Description field is empty then <Deseription»is displayed.

To change the displaved Log Sheet Label information:
«  (CHck the Log Sheet Label until the required display is revealed.
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The Log Sheet

The log sheet consists of the Heading section and the Log Notes section,

Log Sheet Heading

The log sheet heading comtaing three fields of information used to identify log sheets. These are the
Description, Date and Location ficlds,

IR 1re Siate versus Joe Bloggs
‘ Date SENECAPINN | ocation [

The Description Field

The Description field contains text entered by the user and is commonly used 1o identify the
proceeding. This might inclede a case name, case number, presiding officer and appearances.

If the Description ficld is not selected only the first line of text is displayed. To expand the field,
select # or click the :’j button to the right of the field. The field expands to a maximum of ten lines
and displays g scroll bar to reveal any additional lines that may be hidden, Press ENTER to close
the field or click anywhere outside the field.

Description | Y N NS (1
| 2345 of 2002
iBefore HH W Srmith
s Black for the prosecution
W White for the defence

ate Witness List
;A Brown

0 Grey

= F Green

The Date Field

The Date field contains the date of the proceedings. This could be the date of the current
proceeding (system date) or the date of an existing recording that is loaded into the playback panel

The Location Field

The Location field identifics the venue o which the proceedings ocour. You coan enler your own
text in this field: choose from a list of previously used entries or accept the automatic entry
{recommended) that appears if FTR Reporter or FTR Plaver Plus is running. Accepting the
HUOMAtc entry CHSUIes & proper association exists between the log sheet and audio.
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Log Notes

Log Notes are primarily used to describe events that occur during proceedings. They are organized
and referenced by a Time column, a Speaker column and 4 Note column, Each row represents one
time stamped log note.

Mote: Pecuise the Spesder and Note column titles can be changed, you may have different column titles to those
shows below.

Tiene Colume Speaker Column Mote Column
Log note
Fald 4 - i oo . e i SN o e v ® :«}m\ak&y

wimw- Nesker el

@

iness B Vil

H
Rew Selector Seroll Bar
Item Description
Time Field As each log note is created, a time stamp is automatically entered into the
time ficld. The time field cannot be edited.
Speaker Field Used to identify who is speaking or the type of event that is occurring. You
may have renamed this column and be using it in another way .
Note Field Used to add supplementary information to assist those reviewing the matier.
You may have renamed this column and be using it in another way.
Row Selector Click this ares to select the whole row (and other rows) for printing and
SAVHIE
Scroll Bar The scroll bar is used o navigate the log sheet if it 1s larger than the current
window.
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Navigating Log Sheets

You can navigaie a log sheet using the mouse or keyboard.

Keyboard Navigation

By using standard keyboard keys such as TAB and the arvow keys, as well as some specific
kevboard shovicuts, you can move between the heading and log notes ficlds of a log sheet entirely
by kevsirokes. For a detailed list of navigation keys sce Appendix A: Using Kevboard Shortcuts.

Mouse Navigation

Use vour mouse to navigaie to a specific ocation in the log sheet quickly. The log sheet may also
contain a scroll bar at the right hand margin of the log sheet.

Mote: The soroll bar onky appears for log sheets larger than the current size of the FTR Log Notes window. In some
wases you may be able to resize the FTR Log Notes window to see the entive log sheet of once. Bee Sizing and
Pagitioning m the next section,

You can use the scroll bar components o actively scroll througlh the contents of a log sheet. The
following components perform the following tasks:

Click this button 1o move toward the top of the log sheet.

Dreag this box to move up or down the log sheet.

Click this button 1o move toward the end of the log sheet.

Onee vou have used the scroll bar 1o locate the required log note then position the cursor by
chicking at the required place in the log note,
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Sizing and Positioning

When it is not maximized, the FTR Log Notes window is resizable and can be positioned anywhere
on the screen.

The minimun height of the window always includes the toolbar, the log sheet heading and one log
sheet vow while the minimum width always displays the toolbar and Log Sheet Label.

[ Cocation

The size and position can be saved so that all log sheets are opened in the same position. See
Setting FTR Log Notes Properties later in this guide.

Window Size

Whes pot maximized, the FTR Log Notes Window can be resized.

To resize the FTR Log Notes Window

1. I maximi

d, click the Restore button
2. Move the pointer over a window edge or corner until it changes to a sizing pointer.
The standard Windows sizing pointers me I, e and .

3. Drag the edge or corner until you obtain the required window size.

Nokes When reducing the window width, the Note column is resized first, 1o a nominal width, and then the
Speaker columm s reduced. When expanding the window widih, valy the Note column s resized.

3

Window Position
When not maxinized, the FTR Log Notes Window can be repositioned.

To position the FTR Log Notes window

1. I maximized, click the Restore buttor

2, Move the pointer over an area that is not a button display or part of the log sheet.

Tip: The easiest aren to aceess is the space above and below the Log Sheet Label,

3. Diag the window to the required position,
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Log Sheet Column Widths

Only the Speaker and Note columns in the log sheet are re-sizable.

Moke: The default column titles are Speaker and Note.
Flecauss these are user customizable vour colurnn titles may be different. See Sefting FTR Log Notes Properties
Tater in tis guide.

Either column (not both) can be reduced to a minimum readable width of 20 characters. Either
column (not both) can also be further reduced to a “hidden” width of three pixels. Should the
hidden column contain text then the title bar of the “hidden”™ column appears red.

Hthere is text in a hidden oolumn then the tille bar appears red,

T45 90 FM i Court Resumes

To change a column widthe
1. Inthe column title, move the pointer over the border between the Speaker and Note
codumn,

2. When it changes to @ sizing pointer, drag the column border to set the required width of
the columns.

Note: Either columna {not both) can be reduced to a minimum readable column width of 20 characters.
Reducing it further kides the column.

To “hidefunbide” a colomn
1. Inthe column title, move the pointer over the border between the Speaker and Note
column,

2. “When it changes 1o a sizing pointer, drag the border. Dragging left hides the Speaker
columy while deagging right hides the Note column. At 20 characters wide the column
stops reducing in size. Keep moving the pointer until the column border suddenty
collapses leaving a column width of 3 pixels.

Mptes The title does not show sy widih change while you atternpt o hide the column. Observe the border
when hiding the column, When vou have reduced the width to 3 pizels then release the mouse, the
column ttle is also hidden,

3, Unhide the colunm by dragging the border between the hidden colurnmn and the visible
colomn. At 20 characters wide the column suddenly re-appears.
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Setting FTR Log Notes Properties

FTR Log Notes Properties include:

W

Save Location
Window size and Posilion
Trne Starmp Offset

Codumn Titles

Save Location
The Bave Location sets the Tolder i which log sheets are stored. Changing the save location only
applies to newly created log shieets, Currently open log sheets are still saved to their original
folders.

To change the save location:

1. Click the Properties bution

ey

2. Inthe Save Location section, click Browse and navigate to the required folder,
3. Click OK when the required folder is located.

4. Frowothe FTR Loy Notes Properties dialog box, click OK or Apply to make the change.
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Window Size and Position
Click the Save as default button to save the size and position of the current log sheet. All log
sheets subsequently opened will have the saved size and position,

To save the defanlt window size and position:
1. Adjust a log sheet to the required size and position.

1. Click the Properties button ﬁ

3. Inthe Window Size and Position seciion, click Save as defauli.

Time Stamp Offset

The Time Stamp Offset value specifies how much the time stamp of each new log note is
automatically adjusted to an earlier time. The offset value is between 0 and 10 seconds,

The offset value compensates for the delay that occurs between the actual event and when it is
noted. There is always a delay because it takes time to recognize the need for a note and actually
entering the note. Different users can set the offset value to suit the way they work.

To adjust the offset:

1. Click the Properties bution

2. Inthe Timestamp section, click the adjustment buttons until the required value is
displaved.

Column Titles
The default column tites are Time, Speaker and Note. You can change the Speaker and Note
column titles but the Time column title is fixed. New column titles only apply to log sheets created

after the change. Log sheet column titles are stored with the log sheet s0 any user opening the
sheet sees the same titles,

To change FTR Log Notes properties:

1. Click the Properties bution

2. Inthe Column Titles section enter new names as required.
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Using Help

There are thiee help systems available,

s Twlorial - found on the installation CD

o Standard on-ling help -~ provides detailed descriptions of the features of FTR Log Notes.

o« What's This? help - provides instant access to help for information about cach screen element,

FTR Log Notes Tutorial

This tutorial goides vou through the basic steps needed 1o create, open and review log sheets using
most of the features of the FTR Log Notes progrant.

To start the FTR Log Notes tutorial:
1. Place the FTR Log Notes installation CI info the CD-ROM drive of vour computer.

2. From the FTR Log Notes installation window click View Tutorial.

3. Follow the instructions oft the screento complete the tutorial,
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On-line Help

The on-line help provides detailed descriptions of all FTR Log Notes featares and includes
comprehensive step-by -step instructions on how o perform note taking and reviewing tasks.

To start on-line help:

1. Click the Help button

% Wriirking Envieoviment
| Wit Lok Mobes

- Rwvieieny Loxy Mokey

* Copindg Lo Shests

g FIR Log Hetes Propertiss

i Kewhoard Shortouts

@ % Procy sevevdng Ik orration

ek ool tion (o FTR Log Wotes

FIR Log Motes is & stand-sione, slecironic rotedaking soltware
program thet provides a comprehensive method of erookating cout
procesdigs . VWhen used in conuoction with FTH Regoetey or FTR
Plaver Plus, FTR Lig Nobes provices an adveartoos over the

prewgsy -Hsnd Ky rede process by madometiony sdding s audo ko
sach log note. Courtroom personned snd their customer s can crasle iog
noles i o veciely of weye, Inclding Sutening to recording sudio, plaving
resorded sk, or istening to ¥ve procesdings withouwt being connected
o the wucko of 8l

FTR Loy Mot inckides a0 slctronic log sheet for erdering notes
ipickly s wasly. The rokes are maometicaly e sismped with 8 link
o the ssgocided sudio, Vb tioe releremces included inthe robes |
wudividnls thal reed 10 vevdiees the audio record can fired specitic
momerts in the recording auickly anct easily,

FIR Log Rotes sleo incorporstes o wery poweriul sesrch engine, eich
TacHEst ey e rediew prOUess,

<

2. From the main FTR Log Notes help window use the Contents tab to expand and contract

the various books that describe the program. Click on a relevant topic to reveal the text in

the right panc.

4, Use the Index tab to scan the help index for relevant topics.

4. Use the Search tab to locate relevant topics based on key words.
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What's This? Help

The What's This? Help feature provides instant assistance on any sCreen compouent or option.
When vou right-click on any screert component of oplion, the What™s This? menu pops up as

shown below.

shorteut menu,

Mote: The VEA dialog boxes associated with Glossardes and Pick Lists do pot shiow & What"s Thi
See the note at the end of this page Tor details on opening What's This help in these dialog boxes.

When using What's This Help in the log sheet area of FTR Log Notes, the shortcut menu shows
additional options. Simply select What's This? as shown below,

What's This?

By chicking What"s This?, a pop-up window opons containing a description of the selected screen

component or option.

Hew
Creates & nev og shest Ina nesw FTR Log Moles window,

Yol can slso press ALT+F12 {0 create a ey log sheet .

g What's This? help. Ad the top right
fick this button, move the What's This?

In ary diadog boxes that appenr, there is an additional method for u
corner of each dialog box, there is o What's This? help buitor
help pointer E*S ? over the roguired option and click, Information relating 1o the item is displaved.

Modes
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About FTR Log Notes

The About FIR Log Notes dialog box displays the serial number and version. FTR Gold and
other third party copyright information is also displayed,

To display the About FTR Gold dialog box:
1. Click the FTR Gold logo

te display the following;

2. Click OK 1o close the dialog box.
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Creating Log Sheets

This section describes the processes involved in creating a log sheet, entering heading indformation
and creating Tog notes. A new log sheet 15 created when FTR Log Notes is started. Once the
program is started you canopen one or more new log sheets. Each new fog sheet opens in edit
mode, which is displayed with a white background. In read-only mode the background is gray.

You can create standalone log sheets or associated log sheets. Astandalone log sheet is created
with no access to recorded audio.  An assoctated log sheet 1s created when recorded audio is
avatlable.

Creating a Standalone Log Sheet

A standalone log sheet is commonly created by a person with no access to the currently recording
andio. A log sheet is created and time stamps inserted (o represent when events ocourred during
the day, The time stamps are based on the computer’s system clock and are not linked to the
recorded audio,

To create a standalone log sheet:

1o Start FTR Log Notes. When FTR Log Notes is started, anempty log sheet is created with
the system date already entered into the Date field.

2. Enter vour ownlocation name in the Location ficld.

3. Enter log notes as required. See Entering Log Notes Later in this guide.
£ UL B

4, To create an additional standalone log sheet, click the New button
and 4.

and repeat steps 3

When the recording becotnes available at a Iater time a standalone log sheet can be linked 0
recorded andio, ifthe date and location ficlds exactly match the date and location information for

the recording, I this can bé achievéd then the required association exists,  See Linking o Log Sheet
o Andic later in this goide,
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Creating An Associated Log Sheet

An associated log sheet can be linked to audio recordings when reviewing. See Linking a Log
Sheet to Audio later in this guide.

An association exists when the date and location information in the log sheet matches the date and
location information of an FTR recording.

Y ou can creatle an assoctation to:
+  Currently recording audio in the recording panel of FTR Reporter or
«  Existing audio loaded in the playback panel of FTR Player Plus or FTR Reporter

Current Recording
The most common way for a log sheet to be created is to associate it (o the current recording and
miake log notes as events ooccur.
To create an associated Jog sheet for the currvent recovding:
1. Do one of the following:
#.  Start FTR Reporter, swiich to the recording panel and then start FTR Log Notes.
b.  Start FTR Log Notes, then start FTR Reporter and switch to the recording panel.
2. Inthe Description ficld of the log sheet enter information describing the proceedings.

3. If the Location field is empty, open the Location list and select the entry that appears
between angled brackets. This ensures that the log sheet is associated.

Mote: HFTR Reporter was started before FTR Log Notes then the Location field will already contain the
tocation name from the recording panel and the log sheet will be associated.

4. Enterlog notes as required. See Entering Log Notes later in this guide.

5. You canstart a new log sheet at any time by clicking the New button
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Existing Recording

A log sheet can also be created and associated to an existing recording.

To create an associnted log sheet for an existing recording:

1.

Dy ome of the following:

a Start FTR Reporler or FTR Plaver Plus and toad the required andio in the playback
panel. Start FTR Log Notes.

b, Start FTR Log Notes then start FTR Plaver Plus or FTR Reporter. Load the required
audio in the plavback panel.

In the Description field of the log sheet enter information describing the proceedings.

if the Location field is empty, open the Location list and select the entry that appears

between angled brackets. This ensures that the log sheet iy associated.

Note: I FTR Reporter was started before FTR Log WNotes then the Location field will already contain the
location name from the recording panel and the log sheet will be agsociated.

Ener log notes as required. See Fatering Log Notes Tater in this puide.

Yeur oo stant a new log sheet at any time by clicking the New buttor
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Entering Heading Information

The log sheet beading consists of the Description, Date and Location ficlds.

Description Field
Use the Description ficld to describe the contents of the log sheet.

Whenever a new log sheet is started the cursor is automatically positioned in the empty Speaker
field. While it is recommended that you enter a description before a case commences it is not
mandatory. You can enter a description at any time.

To enter text in the Description field
1. If not already selected, click the Description field or press CTRLAHOME.

2. Enter the required text. As you type, the text wraps to the next line as required. If you wish to
force a new line, press SHIFT + ENTER.

3. When you have completed the entry for the Description field press ENTER.

Maote: When vou press ENTER the cursor jumps 1o the last row of the fog sheet. The fast row is abways an empty log
mote.
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The Location Field

The Location field may or voay sot contain information when the log sheet is created depending on
the availabitity of FTR Reporter or FTR Plaver Plus,

When anew Tog sheet is created the Location field is automatically completed if:

« FTR Reporter is started and the recording panel s selected or

= The playback panel of FTR Reporter (or FTR Player Plas) is selected and andio is loaded.

I neither of these conditions is met then the new log sheet has an empty Location Tield. You can
enter your own location name or sedect from a list of previously used location names.

WNote: If a Location Name is sutomatically supplied, it is recommended that vou do not enter your own location name.

To enter a location name
1. Do one of the follewing
#a.  Accept the default name, which is astomatically obtained from the recording panel of

FTR Reporter or Trom the loaded audio in the plavback panel of FTR Reporter or FTR
Player Plus. This creates an association with the andio (recommnended).

b, Enter vou own Location Name.

¢, Uhick 2l and select a name from the hist,

Location

Harkruptcy Cnu

Hankruptoy Court 5
Bankruptoy Court 4
Bankruptoy Court 3

Note: I the first endry in the Hst appears between angled brackets - e.g.. <City Court 1. 10/04/00> then
use it to create an association with the audio.

Date
The Date field is amomatically filled when the Tog sheet is created. The date appearing in this field
is one of the following:
» - Computer system date i
s FTR Reporter is started and the recording panel is selected or
o - The playback panel of FTR Reporter, or FTR Playver Plus, i selected and andio is loaded
¢ You are creating a standalone log sheet.
= Date of recording if?
o The plavback panel of FIR Reporter, orf FTR Player Plus, is selected and audio s loaded.
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Entering Log Notes

There are two ways lo enter a new log note,

»  The standard method requires that the cursor be positioned in the last empty Speaker or
Note field in preparation for the entry of a log note. Once positioned, the first key press
for the new log note automatically creates a time stamp.

= The rapid method gencrates an empty time stamped log note immediately.

Standard Method

This is the most comunonly used method to enter log notes.

To add a log note

1.

Press ENTER from anywhere in the log sheet to move to the last blank log note row or
click 1o select one of the last empiy fields.

Wote: A time stamped fog note is not created at this time. This action stmply prepares for a log note with
the next key press.

Enter text to create a log note. On the first key press a time stamp is inserted in the empty
time ficld and the fog note is created.

Mote: The first key press could alse be a glossary or pick st item. See Glossaries or Pick Lists later in this
guide.

Rapid Method

This method provides a way of quickly creating a series of empty stamped log notes when events
are occurring 4t a rapid rate. Once entered you can go back and enter the information that occurred
for each time stamp.

To add a log note

i

Press CTRLAENTER from anywhere in the log sheet to create a log note. An erpty time
stamped log note is created.

Repeat this process for each new log note.

When the series of rapidly occurring events is complete go back to each ampty time
staraped log note and enter the required information.

Thp: i you are working with an associated log sheet you can review the audio by clicking the required
timestamp. I the required andio is found in the Search Paths for FTR Reporter or FTR Player Plus
then it is lnaded and the current play time control 1ab positioned to mateh the timestamp, None of
these actions affects the recording.
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Deleting a Log Note

11 sometimes ocours that a log note is created in error or becomes redundant. You can delete a
single log note whenever the log sheet is in edit mode. Multiple log notes cannot be deleted in a
single operation.

To delete alog note
1. Right-click inany column of the log note 1o be deleted.

2. From the shortcat menu click Delete Log Note.

3. A diglog box prompts vou to confirm the deletion. Click Yes to proceed.
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Selecting Text

While working with FTR Log Notes you can select portions of text in a field to:

kS

£ S

L]

L

Apply formatiing

Add 1o the current glossary
Delete

Copy to the clipboard

Note:

Text selection within a log nole field is only available if the log sheet is in edit mode.

You can also select 8 number of log notes (rows) to:

[ 3

L

Rave as a new log sheet
Print
Apply formatting (maximum of 10 rows at a time)

There are mouse and keyboard alternatives for sclecting text or rows.

Mouse Selection

The following steps describe how to select text or rows using the mouse.

To select text within a log note field:

1.
¥

£

Position the cursor in the first word of the required text.
Do one of the following:
a.  Double click o select the current word or
b, Drag the cursor over the required text. As you drag, the text is selected.

Carey out the required action on the selected text.

To select one or more log notes (rows):

i

Position the pointer over the row selector for the first required log note.

Row Selector —} 15 53 013 ‘Called and Sworn  MrJ R Ewing

When the pointer changes lo =, click 1o select the current row,
To add more rows to the selection do one of the following:

a.  Press SHIFT and click the row selector of the tast required log note. ina range of
adjacent log notes, 1o select all log notes between or

b Press CTRL and click the row sclector of each log note you wish to add to the
sclection,

Carry vut the required action on the selected text.
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Keyboard Selection
The following steps describe how o select text or rows using the kevboard.
To select text within g tog note field:
1. Position the cursor where vou want the selection to start,
2. Do one of the following:

. Press SHIFTHRIGHT 16 select the character to the right and repeat wnil the
reguired text is selected or

b. Press SHIFT+LEFT 10 select the characterto tlw left and repeat until the required
text s selected or

¢, Press SHIFTHEND 1o select to the emd of the tine or
i, Press SHIFTHHOME 1o select to the beginning of the hine or

& Press SHIFTHDOWN to select 1o the end of the current line phis the all text in
the next line - up to the same relative cursor position or

f. Press SHIFTHUP to select to the beginning of the current line plus the all textin
the previous line - back to the same relative cursor position

Note: To cancel the current se
To replace the current &

jon, press any cursor key.
tion, atart typing.

3. Carry out the required action on the sclected text.

To select one or more log notes (rows):
1. Position the cursor in the first row of the required selection

2. Do one of the following:

a.  Press CTRLASPACEBAR to select the carrent row and then press UP or DOWN
pntil the cursor is in the last row of the required adjacent block of rows, Press
CTRLASHIFTHSPACEBAR to select all rows between or

B Press CTRLASPACEBAR to select the current row and then press UP or DOWN
until the cursor is in the next required row: Press CTRLASPACEBAR to add the
row to your selection. Repeat this for all required 1ows o1

£, Use both previous methods to select a combination of adjacent and non-adjacent
rOws

Rote:

ing BBC

3. Carry out the reguired action on the selected text.
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Formatting Text

While creating log notes it is often helpful 1o highlight selected text in some way. You can do this
by applying formatting 10 the required text or row.
Available formatting oplions are;

«  Style - Bold, Ialics and Underline or any combination

»  Color - Choose from one of 14 colors

You can apply formatting to selected text or vou can simply change the format at the current cursor
position and any new text that is entered there adopts the newly selected formut.

When opening the Select Format dialog box with text selected, the options indicate the current
formatting of the selection. If part of the selection is formatted differently to other parts of the
selection, then the relevant formatting option is shaded. Clicking a shaded option clears that format
from the entire selection. Leaving the shaded option has no effect on that format option and the
selection remains unchanged.

Mate: Belected rows do not show current formatting options when the Select Format dialog box is opened.

In the following example some of the selection (brown fox) contains a mixture of bold and un-bold
characters. The whole selection is also italics, is not underlined and is black,

Example:  The quick Jumped over the lazy dog.
When the Select Format dialog box opens the formatting options appear as follows.

: select Format

If there is no selection then the Select Format dialog box indicates:
= Normal format (no options selected and black) if the field is empty or
«  The format of the character to the left of the cursor —~ if not at the left most position of the
field or

»  The format of the character to the right of the cursor — if at the left most position of the top
fing in the fiekd.
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To format log note text:

1.

4.

Do one of the following:

If vou wish to apply formatting to existing text or log notes then make the required
selection {see Selecting Text in the previous section)

Bt

I vou wish to-apply formatiing 10 fext vet to be cutered, position the cursor where the new
fowt 15 {o start,

Right-click to open the shorteut menu and click Format Text. -When the format text
disdop box opens it displays different information depending on the format state of
selected text.

Select a Style and Color,

o

Click the OK button.
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Glossaries

A Glossary is a collection of commonly used words and phrases. Each word or phrase may be
assigned a keyboard shortcut, which provides a rapid means of insertion into a log note.

With FTR Log Notes, multiple glossaries can be defined and managed so that different case types
can have the relevant glossary attached. However, only one glossary can be active and open at any
one tme,

Mote: A plossary does not have to be open (visible) to be active. However, only the active glossary can be opened.

Glossaries are stored as text files with the file extension .LogNotesGlossary and are stored in the
Glossary folder that exists in the FTR Log Notes installation folder.

Using Glossaries
To enter glossary items into the log sheet, be sure to select the required glossary first,

Once selected vou can open the glossary 1o make it visible while you work. You can then select an
item from the open glossary or you can use the assigned shortcut keys.

Mote: It ks not necessary to open the selected glossary to be able 4w use the assigned kevboard shorteuts,
See Inserting Text From a Glossary later in this guide.

Selecting a Glossary
Before inserting glossary items, check that you have the required glossary selected. If the required
glossary is not suitable you can create your own. See New Glossary later in this guide.
To select a glossary:
1. Fromthe FTR Log Motes main window click the Tools bution W

2. From the Tools meny select Glossaries.

Noter The Tools mem is Tully customizable in FTR Log Notes Professional Edition. I yvou are using
FTR Log Notes Professional Edition your installation may have been customized, resulting in a Tools
menu that looks different to that shown ahove,
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3. From the Select Glossary dialog box do one of the following:
i, Click the required glossary and click Apply oy
b, Click the required glossary and click OK or

¢ Double click the required glossary

MNote: I vou choge alternative b or ¢ above then the dislog box eloses atter setting the selected plossary, I
vou chose alternative o above then the newly selected glossary Is murked with an asterisk and the
dialog box remains operw.

Select Glossary

Custom
Hew Glossary

Opening a Glossary

While working in g log sheet vou can inscrt glossary text info alog note by sclecting it from an
oper glossary.

Toopen a glossary

1. From the FTR Log Notes main window click the Toels button

2. From the Tools menu select Glossaries.

Note: The Tools menu s fully customizable in FIR Log Notes Professi
FTR Log Notes Professional Edition vour installation may have been customized,
menu that looks ditferemt to that shown above.

Edition. If you are using
resulting in a Tools
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d. From the Select Glossary dialog box, click the required glossary and click Open.

4. The sclected glossary opens and is visible on the screen. You can manually resize the
glossary as required.

Mote: The new size becomes the default size the next time you open a glossary,

L Glossary: standard

: Called and sworn
Fé Ewamination beging
F¥ Jury empaneled
2] Exchibit
Shift4FS Called and affirmed
Shift+F6 Cross examination beging
Shift+F7 Inthe abserce of the jury *
Shift+F8 Marked for identification
BL+FS Witness exoused
BlE4F6 . Re-examination beging

8. The Select Glossary dialog box remains open. To close if click X
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Inserting Text From a Glossary
You caninsert a glossary entry into the log sheet by selecting it from the open glossary (see
Opening o Clossary earlier in this section) or by using any assigoed shortcut kevs.
To insert a plossary entry in the log sheet
1. Position the cursor at the pomt in the log sheet where the glossary text is 1o be entered.

2. Do one of the following:

<

a.  Select the Type the Bem.... box and start typing to find the item. - Ag each character
is entered, the first item in the glossary lst that matches the entered text is
highlighted. When the required iteny is highlighted press ENTER or

b. I the glossary is open, click the required item and press ENTER or
¢. -1 the glossary is open, double click the required tfem or

d.  Press the assigned shorteut keys Tor the required glossary item.

Note: The glossary does not need 1o be open fo use assigned shorteut keys.

3. The selected Hem is inserted into the log sheet and the cursor is positioned at the end of
the inserted Hem or according 1o any control codes that form part of the glossary item
See Control Codes later in this guide.
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Managing Multiple Glossaries

FTR Log Motes is supplied with two sample glossaries called Standard and Castors. You can
rename, copy or delete these glossaries and add more as required. The Standard glossary contains
predefined items while the Custom glossary is empty, You can add to these glossaries, edit or
delete Hems as required.

Whenever you rename, copy or add a glossary it automatically becomes the selecied glossary.

Opening the Glossary List
The first step in managing a list of glossaries is to open the Select Glossary dialog box.
To open the Select Glossary dialog box:

1. Fromthe FTR Log Notes main window click the Tools button "

1. From the Tools menu select Glossavies.

Kote: The Tools menu is fully customizable in FTR Log Notes Professional Edition. If you are using
FTR Log Notes Professional Edition your installation muy have been customized, resulting in a Toels
meny that looks different 1o that shown above.

3. From the Select Glossary dialog box you can copy, rename or delete an existing glossary
or you can create a sew glossary. See the following sections for details on these functions.

elect Igséxy'

Stanrard

Page 48




New Glossary
You can create any number of new glossaries, as required.

To create a new glossary:
1. Open the Select Glossary dialog box. See Opening the Gle
section.
2. From the Select Glossary dialog box click New...

ssary List carlier in this

3. Inthe New Glossary dialog box entera name for the new glossary .

e Glossary

Note: I you enter 2 nasne thit matches an existing glossary then o warning message is displayed. Click OK

1o close the message and try another name.
4. Click OK. The new glossary now appears in the Glessary List of the Select Glossary
dialog box.
Copy Glossary

When creating a new glossary it may be more useful to base it on an existing glossary. By using
Copy As yvou can copy an existing glossary, including its entries, with a new name.

To copy an existing glossary
1. Open the glossary list. Sce Opening the Glossary List sarlier in this section.
2. Chick the glossary yvou wish to copy.
3, From the Select Glossary dialog box click Copy As...
4, Inthe Copy Glossary As dialog box, enter a new name for the copied glossary.

Click OK. The new glossary now appears in the Select Glossary dialog box and becomes

»

the current glossary.
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Rename Glossary
Once a glossary is created you can change the name as required.

To rename a plossary

1. Openthe glossary list. See Opening the Glossary List carlier in this section,
2. Click the glossary vou wish o rename.
J, From the Select Glossary dialog box click Rename.
4. Inthe Rename Glossary dialog box, enter a new name for the selecied glossary.
mmwm“? L
5. Click OK. The new glossary name now appears in the Select Glossary dialog box.
Delete Glossary

When deleting a glossary it is permanently deleted from the glossary folder. If vou delete the
currently selected glossary then the first glossary in the list becomes the selected glossary.

To delete a glossary

L
3.
4

0

Open the glossary list. See Opening the Glossary List earlier in this section,
Helect the glossary you wish to delete.

From the Select Glossary dialog box click Delete...

A confirmation dialog box is displayed. Click Yes to proceed with the deletion.
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Managing the Current Glossary

Onee vou have selected a glossary you can create new entries and edit or delete existing entries,

Creating A New Entry

You can create a new glossary entey directly from the log sheet or in the open glossary.

Adding A New Entry From The Log Sheet
I vou enter jextinto the Tog sheet that is going to be used frequently in the future you can quickly
add it as a glossary entry inthe carrent glossary.

To add an entry from the log sheet
1.  Enterthe text in the log sheet as normal,

2. Select the text and pregs SHIFTHE3. See Selecting Text carlier in this guide.

3. The selected text appears in the Glossary Entry ficld of the New/Edit Entry dialog box.
If required, choose a New key combination for the keyboard shomont and enter a Label.
Futering a kevboard shorteut inthe New Key box is optional but if notspecified the entry
can only be tuserted in the log sheet from the open glossary.

The Label ficld is also optional. It is displived in the open glossary as a user-friendly

name for the glossary entry. I vou do-not specify alabel then the glossary entry 1s

displayed in the open glossary — but without any associated control codes. It is strongly
recormmended that voouse labels for complex glossary entries or multi-line entries.

4, Insert any control codes as required. See Control Codes later in this section.

8. Click OK. The selected text in the log sheet is now added 1o the current glossary.
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Creating A New Entry In The Open Glossary

If' you wish to predefine glossary entries the casiest way is to add them to the open glossary.

To add an entry to the open glossary:
1. Open the required glossary. See Opening a Glossary earlier in this guide.
2. From the open glossary click New...

3. Enter the required text in the Glossary Entry ficld of the New/Edit Entry dialog box. If
required, choose a New key combination for the keyboard shortcut and enter a Label.
Entering a keyboard shortcut in the New key box is optional but if not specified the entry
can only be inserted in the log sheet from the open glossary.

The Label field is also optional. It is displayed in the open glossary as a user-friendly

name for the glossary entry. If you do not specify a label then the glossary entry is

displayed in the open glossary — but without any associated control codes. It is strongly
recormumended that you use labels for complex glossary entries or multi-line entries,

4. Inseri any control codes as required. See Control Codes later in this section.

8. Click OK. The selected text in the log sheet is now added to the current glossary.
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Editing a Glossary Entry

an existing glossary entry.

To edit a glossary entry
1. Open the required glossary. See Opening a Glossary earlier in this guide.

2. From the open glossary, select an existing entry from the list and click Edit.

3. Bdit the text in the Glossary Entry field of the New/Edit Entry dislog box. I required,
choose a New key combination for the kevbourd shorteul and enter a Label,
Entering a keyboard shorteut in the New key box is optional but if not specified the entry
can only be inserted in the log sheet from the open glossary.
The Label field is also optional. It is displayed in the open glossary as a user-Triendly
name for the glossary entry. I vou do not specify a label then the glossary entry is
displayed in the open glossary — but without any associated control codes. Itis strongly
recommended that vou use labels for complex glossary entries or multi-line entries.

: Mew/Edi r!w '

<End>Marked for identifiaction<Right>

4. Insert any control codes as required. See Confrol Codes later in this section.

&, (lick OK. The selected text in the log sheet is now added to the current glossary,
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Control Codes

Each glossary entry can include one or more control codes that are used o automatically position
the cursor in relevant fields as required.  Available control codes are:

<Lt Moves the cursor to the last position in the Speaker column of the current log note.
<Right> Moves the cursor to the last position in the Note column of the current log note,
<Erd» Moves the cursor to the Speaker column of the last emply log note.
Mew Line Inserts a new line in the current fog note field.
Mote: Yo cofumm titles may be different. Speaker and Note are the default coburmn titles that apply to the two right

most cotumms of the log sheet.

The control codes can be combined o extend their usefulness. The table below lists some
examples of the use of control codes.

Control Code & Text Hesult
<END>Called & sworn<RIGHT> The text, Cabled & sworn, is immediately tnserted in

the last empty row of the Speaker column, a time
stamp is awtomatically generated and the cursor is
positioned in the adjacent Note colurmn

<END<RIGHT>Coun The text, Counrt adjourned, is immediately inserted
adjourned<END> in the Mote column of the last empty row, a time

starmny is automatically generated and the cursor
positioned in the last empty row of the speaker
column in readiness for the next log note to be

created.
<LEFT>Exhibit From the current cursor position moves 10 the speaker
Police Record of Interview field of the current log note and inseris Exhibit. Then
Note: creates a new line and inserts Police Record of
A Mew Line code is not shown. Clicking the New Line Interview.

confrol code butior simply inserds a new ling.

Entering glossary entries into a log note produces the same result as entering text manuatly, All
glossary entries entered into a log note can be modified as nonmal ext. The instant a glossary is
used o enter toxt in an emply Speaker or Note ficld, a new log note time stamp is generated in the
corresponding Time field (ie., a new log note is created) just as if the text had been inserted
manually.
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Deleting An Entry

Y ou can delete obsolete and wiwanted glossary entries, one at atine.
To delete a glossary entry:
1. Open the require glossary. See Opening a Glossary earlier in this guide.

2. - Select the requived entry from the open glossary.

Glossary: Standard

JOFTY
Examination beging
; Jury empaneled
- FB Exhibit
Shift+FS Called and affirmesd
Shift+F6 Cross examination be
Shift+F7 Iri the absence of the
B Marked for identificat |
| AlkFs Wltness excused
| AlaFs Re-examination beain.
AleeF7 Jury excused

e

3. Click Delete.
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Pick Lists

A Pick List s a special toxt file that contains predefined blocks of text relevant to a particular
matter. Pick Lists are not created by FTR Log Notes. They can be created by programs and stored
in a folder that is accessible to FIR Log Notes. Once a Pick List is opened you can seleci items
from the st and insert them directly into vour log sheet. You can open multiple Pick Lists.

For details about the structare of a pick list file see Appendix B: How To Set Up a Pick List.

To add log notes using pick lists
1. 1 the required pick list is already open then skip to step 5.

2. Click the Tools bution

3. From the Tools menu click Pick Lists.

4.  From the Open Pick List dialog box double-click the required pick Tist
3=
sefect one or more pick lists and click OK.

Maote: You ray wish to use pick lists that are stored in a different Tocation. Click Browse to navigate to an
alternative Tolder.
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5, Select the required log note field and position the cursor at the required point in the field.
6. From the Pick List dialog box do one of the following:

4 Select the Type the item.... box and starf typing to find the item. As cach
character is entered, the first item in the Pick List that maiches the entered text s
highlighted. When the required item is highlighted press ENTER or

B, Click the required item and press ENTER or

¢ Double click the required item

I pick List: Case

Court Mo,
Case No,
Judge
Promecution
Defencs
s Brown

7. The selected ftem is inserted into the log sheet and the cursor is positioned at the end of
the inserted text
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Saving and Copying Log Sheets

FTR Log Notes automatically saves the current editable log sheet to the default log sheet folder

every 60 seconds. Automatic saves also occur every time you change the information in one ficld

and then move 10 another field.

You can also save a complete copy of the current log sheet, or a selection of log notes from the

current log sheet, to another location. When saving a copy you can choose one of two formats.

»  FIR Log Motes forma

»  Internet browser format (HTML) for other users that do not have access to FTR Log Notes,
When saving a selection of log notes the entire Log Sheet Heading is saved as well

For details on how to save copics of multiple log sheets see Open, Copy, Print or Delete Multiple
Log Sheets i the Searching for Log Sheets section later in this guide,

To save a copy of a log sheet:
1. W required select the relevant lo

notes (see Sefecting Texi carlier in this guide).

Click the Save Copy As button

i avé Copy As ‘

e i | Log Sheet Copies
Central Cowrt 1_26-09-2002 ﬁch&ﬁﬁﬁ?Ffs?OZ‘ﬁ{Lﬁﬁ%
t2 a70ZH0.Hs

2. From the Save Copy As dialog box do the following;
a. Choose a drive and folder in which to copy the log sheet
b, Choose the format from the Save as tvpe list
¢. Enter the required name in the File name box or accept the default

3. Click Save to save a copy of the log sheet or selection and close the Save Copy As dialog
box.
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Merging Log Sheets

LLd With FTR Log Motes you can merge multiple log sheets to create a new log sheet. The
heading and colummn titles of the active Jog sheet are used o create the heading and column titles of
the newly merged log sheet. The Description ficld 1s miodified with a new first line containing the
word Merged.

When the temporary merged log sheet is created 1t is locked (o editing and is not saved. Hyou
close the merged log sheet it is permanently deleted. If vou want 10 save or edit the merged-log
sheet then save a copy, close the original {which is deleted on closing) and then open the copy. The
copy can be switched to edit mode.

To merge log sheets
1. Openthe log sheets to be merged.

2, Select the log sheet containing heading information that vou want copied to the heading of
the merged log sheet.

3. From the toolbar, click the Tools button L

4. From the Tools menu click Merge.

Note: If one or more log sheets have different dates then a waming is generated. You can still proceed with
the merge but be cautious with log sheets of differing dates.

A

. From the Merge dialog box click Yes to merge the open log sheets.

The merged log sheet is displayed as the active log sheet and is locked to editing.
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Reviewing Log Sheets

Once you have created log sheets using FTR Log Notes they can be opened and edited for review
at a later date. In this section of the guide you will find information on a number of topics to help
you become familiar with reviewing functions. The topics covered are:

«  Opening log sheets

«  Bearching for log sheots

= Using find 1o locate specific information within a log sheet

s Linking to audio

«  Setting a range

= Synchronizing log notes

«  Filtering log notes
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Opening Log Sheets

When opening a log sheet you can choose from available drives, folders and shared network
resources. You can then choose from any FTR Log sheets that are present in the selected location,
Only FTR Log Notes log sheets are displayed.

Log sheets retaining their original FTR file-naming format are sorted and displayed based on
Location and Date. Log sheets that have been renamed by the user, appear in a separate category
~alled Other.

To open a log sheet

1. - Click the Open bution

2. From the Open Log Sheet dialog box select a folder from the Folders/Drives list.

B aink saphisy Cotrt 1
Bardoraptoy Cowrt 2
Bankouptey Croort 3
Bankraptey Court 4
Bankptoy Cout 5
Barknaptey Cout &

B\ /ecnesday, 31 uly 20002

Swedreaday, 31 Julp 2002
Oither

= Turr
i 3

Note: When a single log shest is selected, the first two lines of the Deseription field appear under the list,

3, Inthe Locations/Days list do the following:
a.  Click the required log sheet or

b, Click the first required log sheet then press SHIFT while clicking the last adjacent log
sheet to select all log sheets between or

¢, Click the first required log sheet then press CTRL while clicking each log sheet you
want added to the selection.

Tip: You can clic to swap the sort order between Jocation and day in the Locations/Dhays list.

4. Click Open. The sclected log sheets are opened in read-only mode.
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Searching for Log Sheets

FTR Log Notes includes powerful searching capabilities to make the location and retrieval of
specific log sheets fast and efficient. Simply enter appropriate selection criteris and the search
function locates all log sheets that contain matching information. You can then copy, delete or
print the log sheets without the need to open them. Finally, one or more of the located log sheets
can be opened for review.

The diagram below illustrates the components of the FTR Log Netes - Search window. The
section following this diagram describes cach component,

Look in
foation

Search
Hesulty =
list

Cipant

112 /05,00
03407/00

R
030800
PR
LA IO

Copiy As

Cty Cougt 1
CanCagprt

iy Coart Y
Ly Coart 1
Lty Couwt 1
Tty Tonart 1
Lty Congr
Ly Tonwet )
Ly ot 1

Print

- Browse

Search Now

Dielete

In order to search for a log sheet or specific log note entry, it is first necessary to understand search
criteria.
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The table below illustrates the search critera avatlable in the FTR Log Notes - Search window
and also explains the ways in which these search criteria help you find the information you need.
Any entries made in the search fields are retained for the next time you initiate a search. The Date
range has some special considerations that are outlined in the table below.

Criteria Deseription
Description Use the Description box to enter text you know can be found in the

Description figld of the required log sheets.

Diate range You can narrow vour search by specifying arange of dates.
If you specify a range that is longer than one day then the next time vou initiate
a search the same range will be used as the default, but it will end on the
current date.

If you specify a range that is a single day then the next time you imtiate a
search the default range will be the carrent date only,

Log Notes Use this box 1o enter text you know can be found in the Speaker or Note fields
of the required log sheets

Location Use this box to enter text vou know can be found in the Location field of the
required log sheets,

Note: time the FTR Log Notes - Search window is opened the text in the Deseription, Log Notes and Location

boxes is retained from the previows seirch.

Also see the section Advanced Searching later in this section.

To search for a log sheet

1. Click the Open button

2. From the Open Log Notes dialog box click Search...

Naote: When the TR Log Notes Search dialog box opens the Open Log Notes dialog box closes.

3. Inthe FTR Log Notes - Search dialog box select search criteria as described in the table

above.
4. Select a folder in which to search by clicking Browse next to the Look in box
8, From the Browse dialog box select a folder in the file list. When vou have sclected a

folder in which to search, ¢lick OK,

Note: FTR Log Notes searches all log sheets in the selected folder and subJdolders.

6. Click Search Now. FTR log sheets that maich your search criteria are displayed i the
search results Hist

Tip: You can change the sort order of the Search Results list by clicking on the Date, Loeation or
Description headings. Clicking the same heading again reverses the sort order.
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Advanced Searching

When entering text in the Description, Location and Log Notes ficlds you can use some advanced
searching techniques to fine-tune the search. The table below lists some additional operators that
you can use with the search text.

Operator Description

Sith and pun Buoth words must be present

Srmith or gun Either word can be presemt

Smith w/8 gun Smith must appear within 5 words of gun

Smuith not w/% gun Smith must not appear within 5 words of gun
Smith and not gun  Smith must be present and gun must not

? Matches any character. gun? returns gun and guns.
* Matches any number of characters. gun* returns gun, puns, gunned,
gunning

The words and, or, nof require special treatment if you need 1o include them in a search. To
prevent these words from being used as operators and to include them as text to search then enclose
them in double quotation marks.

For example:
Several log sheets exist that contain the word Smith. Others contain the word Wesson

There is a smaller group of log sheets that contain the phrase Smith and Wesson.

If you wish to locate only those log sheets containing the phrase Smith and Wesson then enter the
search text ag Smith “and” Wesson,

Open, Copy, Print or Delete Multiple Log Sheets

Once vou have completed a search, all log sheets matching the search criteria appear in the Search
Results list. You can open, save a copy, print or delete one or more of the listed log sheets.

You can select multiple log sheets from the Search Results list, in tum letting you perform
operations on several log sheets at once. To select a single log sheet simply click the log sheet in
the Search Results list. To select multiple log sheets, hold the SHIFT key down while clicking the
first and last log sheets in a series of adjacent log sheets. To select multiple log sheets that are not
adjacent. hold the CTRL key down while clicking each required log sheet.

MNote: While you can delete or copy as many Jog sheets as vou bike, there is a limit of ten for opening or printing,
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To open log sheets
1. Select one or more log sheets, 1o a maximum of 10, from the Search Results Tist

2. - Click Open.

Note: When vou open an FTR log sheet the background of the page is gray. This indicates that the log sheet
i in read-only mode and cannot be modified unless it is switched to edit mode. To learn more about
mmaking changes 1o log sheels seo Kditing Log Sheers later inahis poide.

To print log sheets from the Search window
1. Sclect one or more log shects, to a maximum of 10, from the Search Results list.
2. Click Print.

3. The selected log sheets are printed using the default page setup. For details on changing
the default page setup see Printing Log Sheets later inthis guide.

To copy log sheets
1. Belectone or more log sheets from the Search Results list,

2. From the FTR Log Notes - Search window click Copy As.

3. From the Copy As dialog box choose a file name and file type.

Mot You van onby change the name it a single log sheet is selected.

To delete log sheets
1. Select one or more Tog sheets from the Search Resalts Tist.
2. Click Delete on the FTR Log Notes - Sewrch window.
3. A dialog box prompis vou to confirni the deletion. Click Yes to proceed. All selected log
sheets are deleted Trom the current directory but are available for restoration from the
svsiem Recvele Bin,

To close the FTR Log Notes - Search window
«  Click Close.
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Linking a Log Sheet to Audio

Linking a log sheet 1o a recording makes the timestamps available for locating specific events in
the audio. It also adds the audio bar to the log sheet, which indicates any Range Start times, Range
End times and the most recent log note relevant to the current playtime.

A linked log sheet provides updates on the relationship between the log notes and the Current
Play Time in the playback panel of FTR Reporter or FTR Player Plus. As the Current Play Time
advances the Current Log Note Marker automatically jumps to the next relevant log note the
instant the log note time is reached. If the log note is hidden when this occurs the log sheet is
automatically scrolled to make it visible,

To liok audio to 2 log sheet
L Openthe required log sheet,

2. Click a log note time stamp in the log sheet.
If not already started, FTR Log Notes antomatically launches either FTR Reporter or
FTR Player Plus (whichever is installed). Either of these programs then searches for
recordings that match the Location and Date of the active log sheet. The search is
performed in all folders that have previously been defined in the Search Paths propertics
of FTR Reporter or FTR Plaver Plus.

3. If matching audio is not found the following message is displayed.

Take the necessary steps to find and open the required audio.

if the required audio is found then it is loaded into the playback panel.

4. The associated audio loads into the playback panel of FTR Reporter or FTR Player Plus.
The Audio Bar is displayed to the left of the log sheet and the current play time of the
audio is set to the same time as the selected log note.

Muote: For infermation sbout setting Search Paths see the FTR Reporter or FTR Plaver Plus User's Guide.
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Setting the Audio Range
If vou are only interested in a certain group of events in the log sheet then vou can timit the range
of audio available for review by selling a Range Start and Range End from the log sheet.

An andio range can only be'set from-the log sheet if it is linked to audio. Alernatively you can set
an audio range directly inthe plavback panel of FIR Reporier or FTR Player Plus.
To set an audio range from the log sheet:

1. Locate the log note that marks the beginning of the required audio range.

2. Righi-click the log note to open the shortcut menn.

3, Click Set Range Start.
4. Locate the log note that marks the end of the required andio range.
5. Right-click the log note and click Set Range End from the shorfout menu.
Note: When a Range Start or Range Ead tine are set a visual indication is provided in the Awdio Bay o the left of

the lop sheet, See dudio Bar carbier in this guide.
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Synchronizing Log Notes

If a log sheet is created on a different computer from the one that created the audio reconding it is
possible that a discrepancy exists between the log note time stamps and the associated audio times
for the related events. If this situation exists then you can easily synchronize all timestamps in the
log sheet, to the correct audio times, in a single step.

It is also possible that a single log note is added too late to match the event in the audio. Such an
mcorrectly time stamped log note can be synchronized to the actual event in the recording.

Synchronizing a Log Sheet

Synchronize Sheet is available from the shortcut menu when a log sheet is in edit mode and the
audio loaded in the playback panel of FTR Reporter or FTR Player Plus matches the location name
and date of the log sheet.

To synchronize all log notes in a log sheet
1. Openthe log sheet and switch it to edit mode.
2. Link the log sheet to audio as previously described.

3. Play the audio until vou reach a distinct event that is described by a specific log note and
then stop.

4. Raghr-click the log note that describes the event.

8. From the shoricut menu click Synchronize Sheet,

6. A dialog box prompts you to confirm the synchronization. Click Yes to praceed. All log
note time stamps are adjusted by the same amount.

Warning

If any of the synchronized log notes have to be moved to a time outside the twenty-four hour period
from midnight to midnight on the current day then the synchronize function is terminated and a
wamning message displayed. Make a note of problem log notes, delete them and re-synchronize.
Re-enter the problem log notes in the log sheet that applies 1o the relevant audio. '

Page 68




Synchronizing a Log Note

Synchronize Note is available from the shorteut menu when a log sheet is in edit mode and the
audio loaded in the plavback pancl of FTR Reporter or FTR Player Plus matches the location name
and date of the Tog sheet.

To synchronize an individual log note with a recording

i.

2
3.

Open the log sheet and switch il to edit mode.
Link the log sheet fo audio as previously described.

Play the audio until you reach the distinct event for which the log note time stanip requires
adjustment.

Right-click the log note.

From the shortcut menu click Synchronize Note.

mehwoniz

A dialog box prompts you to confinm the synchronization. Click Yes to procecd. The
time stamp Tor the selected log note is adjusted.
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Using Find Text

While reviewing a log sheet, it may be necessary to quickly locate log notes perlaining to a
particular event, speaker or comgnent. The Find Text feature of FTR Log Notes provides a fast and
effective method for searching the currently open log sheet for any occurrences of a specific word
or phrase in the current log sheet,
Totind & word in a log sheet

1. Click the Find Text button %

2. Inthe Find Text dialog box, enter the text you wish to find.

‘Fnd Tm

3. Click Find, The Find Text dialog box is closed and the first occurrence of the required
text is highlighted in the log sheet,
4. Tolocate the next occurrence of the required text press ALTHES,
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Fi!terir:g Log Notes

L The Filter tool provides a way of extracting specific log notes Trom a log sheet. Por example

1f you wish to make up a witness list vou could filter the log sheet based on the phrase Witness
called.  'When the filter i3 activated a new log shebt opens consisting of all the log notes that

contain the selected phrase, The heading information is the same as the original log sheet.

When the temporary filicred log sheet is created it islocked to editing and is not saved. Hf you
close the filtered log sheet it is permanently deleted. I you want 1o save or edit the filtered log
sheot then save a copy, close the original (which is deleted on closing) and then open the copy. The
copy can be switched o odit mode.

To filter log notes
1. Do one of the following:
A Select the word or phrase to wse as the filter ext or

b Position the cursor inthe required feld - this action sutomatically uses the entire field
contents as the filter text.

2. Fromthe FTR Log Notes main window click the Tools buttor

3, From the Tools menu click Filter,

i}&‘

The log sheet is scanned and any log notes (rows) that contain the required filter text, in
the same column as the required fillered text. are extracted and placed in a new active Jog
sheet, which is locked to editing.
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Editing Log Sheets

You can edit the contents of an existing log sheet at a later date. When opening an existing log
sheet it is displayed in read-only mode. To make changes to the log sheet, change to edit mode,

To switch between read-only and edit modes

+  Click the Edit/Read-only button A

Tip: In read-only mode, the background of the log sheet area is gray. In edit mode the background is white,

Editing the Log Sheet Heading

When the log sheet is in edit mode, you can make changes to the log sheet heading. While it is
possible 1o edit the Description or Location field it is strongly recommended that editing the
Location ficld be avoided. If you change the Location field the log sheet will no longer be
associated to the audio loaded into the playback panel. If the association is broken then the log
sheet canot be linked 1o the recording.

To edit the heading fields:
1. Change the log sheet to edit mode.

2. Enter or modify the heading ficlds as required. See Entering Heading Information earlier
in this guide.

Maote: Be aware that changing the Location ficld will prevent the fog sheet from being linked to the
currently loaded audio.

Editing Log Notes
You can edit the contents of the Speaker or Note ficlds of a log note. The Time field cannot be
edited.
To edit a log note:
1. Change the log sheet to edit mode.
Select the log note field vou wish to edit.

2.
3. Make changes as required.

Page 72




Adding a Log Note

New log notes can only be added to an existing log sheet under one of the following conditions:

L

The log sheet date matches the current date of the computer system clock or

The playback panel of FTR Reporter or FTR Player Plus is selected, audio is loaded and the
Date and Location information mafches the log sheet Date and Location information.

13

To add a log note to a log sheet

1. Press ENTER to position the cursor in the last row. The last row is an empty log note.

2. Eoter the required log note. At the first key press the log note is time stamped mstantly

and moved to the correct chronological position in the time sheet. The tinnestanip is either
the computer system time or the Current Play Time of loaded and associated audio.

Deleting a Log Note

Y ou can delete a log note if the log sheet is in edit mode. Multiple log notes cannot be deleted.

To dedete a log note
. Right-click in any column of the log note to be deleted.

i
2. From the shortcut menu click Delete Log Note

Delete Log Mote

3. A dialog box prompts vou to confirm the deletion. Click Yes to proceed.
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Printing Log Sheets

With FTR Log Notes you can print a log sheet or selection of log notes from the active log sheet.
During the print process you can also change the printer setup and page setup. If the active log
sheet is too wide for the chosen printer then the log sheet is automatically resized to fit the printed
page.
I you wish to print multtiple log sheets see Open, Copy, Print or Delete Multiple Log Sheets earlier
in this guide.
To print:
1. Do oue of the following:
. To print the whole active log sheet click 8 or
b, To print a selection of log notes select one or more rows and click -

2. If required, change the printer setup by clicking Printer... in the Setup section. See
Printer Serup later in this section,

3. M required, change the page setup by clicking Page... in the Setup section. See Page
Setup later in this section.

4. From the Print dialog box choose the print range and mumber of copics.

Mote 1: U you are printing the whole log sheet then the Selection option is not available. It vou are printing a
selection of log notes then Selection is automatically selected. You can ignore this and choose All to
print the whole log sheet,

Note 2 I you are printing nmwltiple log sheels then Print Preview is not available.
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7.

1f reqpuired click Print Preview {o view the printout before printing. Otherwise skip to
step 7.

From the Print Preview window do the following:
A, Yiew other pages by clicking the Prev Page and Next Page buttons as tequired or
b, Click Print 10 print the active log sheet and close all print dialog boxes or

¢ Close the Print Preview window and retorn to the Print dialog box.

From the Print didlog box click Print. The log sheet is printed and the Print dialog box
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Page Setup

When printing log notes it may be necessary to change the page setup. Page setup is accessed
through the Print dialog box, which is opened by clicking the Print button from the FTR Log
MNotes window or from the Search dialog box,

To change page setup:
1. Inthe Setup section of the Print dialog box click the Page... button.

2. Inthe General tab, select margins and heading page options.

Marging
The defaolt margins are:
Left/vight 17 {25.4mm) Top/bottom %" (12. 7mm)

The top and bottom margins apply to all text including headers and footers.

Heading page options

Printing a heading page is optional. The heading page includes the date. location name
and the entire contents of the description field. Heading information is printed on muliiple
pages as reguired.

Defined headers and footers are printed on all pages. If you print a heading page you can
choosc to suppress the headers and/or footers on the heading page.
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3

In the Header and Footer tabs, insert the information to be printed by directly keying in
vour own text or using the predefined Insert buttons. To generate a new line (fo a
maximum of 10) press SHIFT+ENTER. Use the scroll bars to reveal any hidden text.

DESCRIPTION: 1 Teocanions

Text Position
You can insert text as left aligned, centered or right aligned.

Note: Be aware of how much fest yout msert into each alignment area. Too much text will overlap and soame
will become hidden. H vou are unsure use Print Preview before printing,

Tnsert Buttons

The Description button inserts the code <DESCRIPTION=>. When printed. the first line
of the Description ficld is mserted.

The Location button inserts the code <LOCATION>. When printed, the contents of the
Location field are printed.

The Page number and Total pages buttons insert page numbering codes <PAGE> and
<POTALPAGES>. These codes would normally be used with your own text such as:
Page <PAGE> of <TOTALPAGES>.

The Date button inserts the code <DATE> When printed, the date information from the
log sheet Date field is inserted.

The default page settings (which you can change as required) are:

Header - <Deseription> {lefl) <} geation> (right)
Footer  ~<Date> (lelt) Page <PAGE> of <TOTALPAGES> (right)

Once you select your page setup options click Save as default to save the settings for the
next time you run FTR Log Notes. Otherwise the currently selected options are lost when
the print job is completed and all print dialog boxes are closed.

Click OK to return to the Print dialog box and then choose whichever actions are required
o complete the task.
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Printer Setup

When pristing log notes it may be necessary to change the printer setup. Printer setup is accessed
through the Print dialog box, which is opened by clicking the Print button from the FTR Log
Notes window or from the Search dialog box.

You can change the selected printer as well as the printer propertics such as paper size and tray.

To change the printer setup:
1. Inthe Setup section of the Print dialog box click the Printer... button.

. F’rm‘ ‘

1. From the Prister Setup dialog box choose the required printer and properties. Properties
are maamifacturer specific so vou may need to consult the original user’s guides for your
printer.

3. After making your required selections click OK o return to the Pring dialog box and then
choose whichever actions are required to complete the task,
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Using HTML Log Sheets

By using the FTR Log Notes Save Copy As function you can save copies of log sheets as web-
ready HTML files. These files can be sent any where on the Infernet and opened by & web browser,
enabling a computer without FTR Log Notes installed 1o read FTR log sheets. If the computer has
FTR Reporter or FTR Player Plus installed you can even use the audio link Tunction described in
the Reviewing Log Sheets section eardier in this guide.

However, the HTML format does not support the automatic scrolling of the jog sheet to keep the
most recently log note visible.

Note: While HTML or Web browser log sheets contain all the information needed for review, they can net be modified
by FIR Log Motes. Only files in FTR Log Notes format can be edited when opened in FIR Log Notes edit

pvode,

HTML log sheets can be opened in your Web browser using the Open command from the File
meny. You can also double click the HTML log sheet from Windows Explorer. 1f an association
exists to a Web browser program, it will open with the selected log sheet loaded.
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Appendix A: Using Keyboard Shortcuts

~~~~~

may vary depending on the panel displayed and the view of the panel.

Toolbar Shortcuts

Use these shortouts for the main functions of FTR Log Notes.

Function Edit Mode Read-only Mode
To Press Press

Create a new log sheet ALT+FI2

Find Text CTRL + F3 CTRL + F3

Fined Next* ALT+F3 ALT + 3

Link To Audio Fg ¥9

Open a log sheet F3 F3

Open shorteut menu SHIFT + F10 SHIFT4F1O0

Print fog sheet CTRL + SHIFT + F12  CTRL + SHIFT + F12
Ouit programiclose log sheet ALT + F4 ALT+F4

Save Copy As Fiz Fiz

Togple EdivRead-only mode SHIFT +F12 SHIFT + F12
Tools Flio F10

*Find Next is not o toolbar bution,
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Navigation Shortcuts

Use these shortcuts to move around the log sheet

Press When Editing To in Read-only to
- Muove to next character Move to next field
. Move (o previous character Move to next field
0 Move up a line in a log note field Move up a field

Move and/or scroll up a line inthe
description or focation field

0 Move down a line in a log note field  Move down a field
Move and/or scroll down a ling in the
description or location field
CTRL A+ Move 1o beginning of next word No action
CTRL A+ e Move to beginning of previous word — No action
PAGE UP Scroll up a page Scroll up a page
PAGE DOWN scroll down a page Scroll down a page
TAB Move to next field Move to next field
SHIFT + TAB Move to previous field Move to previous field
CTRL -+ TAB Switch between the Description field — Switch between the Description
and the most recently accessed log field and the most recently
note accessed Jog note
HOME Mowve to beginning of the line Mo action
CTRL + HOME  Move to Description field Moves (o the Description field
ALT + HOME Move to first Speaker Field Move to {irst Speaker Field
END Move to end of line Mo action
CTRL + END Move to last Speaker field Move to last Speaker field
ENTER Move to last Speaker field No action
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Editing Shortcuts

{Use these shorteuts to enter log notes and to edit an existing log sheet,

Mote: Listed shortouts apply to edit mode only unless otherwise noted,

To Pregs

Create a new cmply log note CTRL + ENTER
Enter a new ling SHIFT + ENTER
Bold selection CTRL +B
Htalicize selection CTRL +1
nderline selection CTRL + U

Copy selection in Edit mode or CTRL +C

copy carrent ficld in read-only mode

Cut selection CTRL + X

Paste

Delete character to the right

Delete character 1o the left
Add selection to current glossary SHIFT + F3
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Selection Shortcuts

Note: Listed shorteuts apply 1o edit mode only unless otherwise noted.

Ta Press

Select field contents F2

Select churacter (o left SHIFT + ¢

Select character to vight SHIFT + ~»

Select word to left CTRL + SHIFT + «
Select word to right CTRL + SHIFT + —»

Seleot next Hne, Selects Trom current cursor position  SHIFT + ¥
10 same position in the next line.

Select previous line. Selects from current cursor SHIFT + T

position to same position in the previous line.

Select 1o ond of line SHIFT + END

Select to beginning of line SHIFT + HOME
Gelect currerd log note or add current log note 1o CTRL + SPACEBAR

selection - also applies in read-only mode

Select all log notes between the current log note and CTRL + SHIFT + SPACEBAR
the last selected log note - also applies in read-only

mode




Appendix B: How To Set Up a Pick List

A pick list is a list of items including words, phrases or names that are gencrated by a case
management system or other data source. The user can open a pick list and click on an item to
rapidly enter the tem into a log sheet.

For instance, a case management system may create a pick list containing all the witnesses that are
likely to appear in a case. Al the beginning of the case, the user opens the pick list and when the
witness is called, selects the appropriate place in the log sheet and clicks on the witness” name in
the pick list. The witness” name is then entered into the log sheet.
To set up a pick list the data source (e.g. case management system) must be prograrmmed to create a
pick list file in the pick list folder. The pick List folder can be any folder accessible to the user
mcluding drive mapped network folders.
The file name must conform to the following format:

<pich list nomeLogNotesPickList
where pick list name is the title that will appear to the user.

The data source must create the pick st file as a ext file contaimng one tine for each pick hist tem
Each lne contains two elements as follows:
<fem fex em label

where ifenr fext s the text that will be inserted to the Tog sheet and item Tabel is the label that is
displaved o the user in the pick list dialog box.

item label s optional and if the label is missing then the iem fexs will be displayed as the label,
Mote that the comima separator is a requirement, with or without a label, and a line break must
follow the last Hem.

Example

A pick list is created called WL 1234 of 2002, LogNotesPickList. This is a text file containing a
list of witnesses for Case Number 1234 of 2002 and contains the following Hems.

dy Bramble,
n Toorak

P
b

Mr
Mr pillingsyga
Mote: There must be an empty Hne as the last entry in the text file,
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changing the log sheet Tolder, 27
column widths, 26
cugtomizing, 7
edit mode, 33
sdit mode, changing, 18
editing the heading, 72
filtering, 71
find text, 70
formatting text, 42
FTR Log Notes
customizing, 7
explained, 7
identifving components, 17
installation, 9-14
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Starting, 16
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tooks, 19
uninstalling, 15
uninstalling, VBA issues, 15
upgrading, 14
window position, 25
window size, 25
glossaries
control codes, 54
copying, 49
deleting, 50
edifing, 51
managing multiple glossaries, 50
ranaging the current glogsary, 35
new, 49
opening, 45, 48

rename, S0
selecting, 44
using, 47
heading
Drate fiekd, 22
Description field, 22
editing, 72
enfering information, 37
FLocation ficld, 22
Help
FTR Log MNotes Tutornial, 29
on-ling, 29
What's This?, 31
HTML log sheets, 79
inaconrate audio times, 68
instatling FTR Log Notes, 9-14
Tmernet browser log sheets, 79
keyboard shoriouts, 80
linked log sheets
linking log sheets, 66
setting audio ranges, 67
synchronizing, 68
log note note field, 23
Tog note row selector, 23
log note scroll bar, 23

i
tog note time field, 23
log notes

deleting, 39

editing, 72
erdering, 38

explained, 23
filtermg, 71
formatting text, 42
selecting text, 40
log sheet folder, 27
log sheet label, 21
log sheets
agsociated log shee
column widths, 26
copying, 62
creating new, 33
deleting, 62
editing, 72
Tinding text, 70
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introduction

Welcome to FTR Reporter! This guide provides you with the steps needed 1o use the digital audio
recording and playback features of the FTR Reporter program correctly and efficiently. Please
review this guide thoroughly prior to using the program to familiarize yourself with the concepts
andd functionality,

The FTR Reporer program consists of two main components. The Recording Panel containg the
tools for recording and archiving proceedings. The Playback Panel contains the tools for playing
back recordings as well as copying sections of the recordings o another location for review or
transcription. See the respective sections entitled The Recording Panel and The Plavback Panel for
a thorough description of these components,

FTR Reporter is now using MPEG-2 AAC rechnology licensed by Fraunhofer 118

Using this techoology FTR Reporter now users significantly less storage space without
compromising sound quality. During installation vou can choose between two compression ratios
that offer maximum quality or minimum storage with a slight reduction in sound quality.

By using the FTR Reporier software, microphones placed appropriately around the room, an audio
mixer, and the sound card of a computer, you can create highe-quality recordings of procecdings and
provide added services to judges, court staff, attorneys, and itigants. Prior to working with FTR
Feporter, however, you must install the progeam and configure it to vour needs using the Settings
Wizard and the FTR Gold Properties. You can then start FTR Reporter and familiarize vourself
with the operating environment and the basic software concept.
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System Requirements

As with any software, there are minimum hardware and software requirements, which need to be in
place prior to installing and using the FTR Reporter program. While the attached list is the
minimum specification, it is important to be aware that using additional programs will require a
higher specification.

The following list of requirements applies to systems performing 4-channel recording:

Windows® 2000 SP3, Windows® XP Professional SP1
Recommended hardware specification for the chosen operating system or 450MHz Intel®
Pentiwm® 11 processor (whichever is higher)

Additional 32MB RAM
256 color, BOU x 600 video display adapter and monitor

Windows® compatible stereo sound card
FTR and Windows® compatible 4-channel sound card (in addition 1o stereo sound cg rd)

High capacity removable media drive for archiving or access to a shared network resource
for archiving

Game port or USB port (for optional foot controly
COM port {Tor optional external clock)

The following list of requirements applies to systems performing 2-channel recording:

98SE, Windows® 2000 SP3, Windows® XP Professional SP1

Recommended hardware specification for the chosen operating system or 333MHz Intel®
Pentivm® 1 processor (whichever is higher)

Additional 32MB RAM
256 color, 800 x 600 video display adapier and monitor

Microsoft® Windows!

Windows® compatible, full duplex stereo sound card
High capacity removable media drive for archiving or access to a shared network resource
for archiving

Game port or USB port (for optional foot control)
COM port (for optional external clock)

Mote:

T Windowss

2000 and Windows® XP users require a minimum Standard User security permdasion,
2. Windows® B8S5E can only be used for 2-channel recordings.

3. archiving to CD you must use a version of DirectCD™ by Roxio® that is cormpatible with your
chosen operating system,
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installing FTR Reporter

The instaliation of FTR Reporter is a three-step process involving:

s  Installation the program {iles
= Runping the Settings Wizard
«  Configuring Multimedia Settings

installing Program Files
With the FTR Reporter 2.1 installation program you can,

«  Upgrade a previous installation of FTR Reporter 1.3.
This inchodes installations that have been updated with service packs 1 or 2,

Note: During the upgrade from FTR Reporter 1.3 Service Pack 2 the reporter service is terminated and log on
credentials deleted. To re-establish FTR Reporter 2.0 as a service you need to run the ReporterA2S
utility program that can be found on the FTR Monitor Installation CL - or - contact your FTR service
enmer.

s Perform a new installation,

When the CD s placed in the CD-ROM drive, the software tnstallation program starts
automatically.

To install the FIR Reporter:
1. Place the CD into the CD-ROM drive of your computer. When the avto-run window
appears click Install FTR Reporter.

! Augho Resorder and %‘}W
2 " Y
Eof bware for Windows'
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2. Fromthe Welcome dialog box, click Next,

3. Fromthe Software License Agreement dialog box click Yes to continue the installation.

Naote: 1t

you do not agree with the terny ernent click No to quit,

4. Inthe Serial Number Entry dialog box enter the serial number, mcluding the dashes,
found on the Registration Card or on the outside of the software packaging. Click Ne

T

Yip: Write the serial mumber hére for future reference.
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5. From the Destination Folder dialog box accept the default destination folder or
another drive from the list. When the drve is selected click Next (o continue.

6. From the Start Copying Files dialog box click Next to copy the program folders to the
designated program folder.

St Capmngf-im '
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7.

From the Setup

Selup i;&aesw

When installation is complete the anto-run window from step one is displayed. This time
the Run the Settings Wizard option is available for selection. See the next section.
Funni Wizard.

ﬁ%@s
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Running the Settings Wizard

Prior to using FTR Reporter for the first time, vou are required (o answer some questions
concerning vour svstem configuration. These include the locations of your andio archive and
storage drives, The Settings Wizard is ran from the same CI¥ as the installation program. This
Settings Wizard can be run again at a later date if changes to your system have occurred.

To run the Settings Wizard:
1. To start the Settings Wizard do one of the following:

#. From the auto-run window that appears when instaliation has completed click Run
the Settings Wizard.

b.  After instatlation run FTR Reporter Tor the first time and the Settings Wizard
sutomatically starts.

e Click Start, point to Programs then FTR Geld and click % Settings Wizard.
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2. Fromthe Settings Wizard dialog box click Next.

Setings W&mt

3. Inthe Location Name dialog box enter the sisime of the v

nne from which this reporter
will record. Click Next,

Louation Name

There is a 28-character limit.

Tip: I the computer is to be used in more than one location, select Enable changing Location !
This allows the user to change the Location Name from FTR Reporter as equitred.

ame,




&, From the Number of Recording Channels dialog box select the number of recording
channels and the format, Click Next,

‘Kbm of ﬁa: in t?.hﬂna

5. A warping message may be displayed if the Seftings Wizard cannot adjust the required
sound card settings. These warnings are for infformation purposes and do not indicate a
fanlt with your sound card. Follow the advice in the messages and proceed with the
Settings Wizard, For details about these messages see dppendix O,

6. From the laput Port and Record Volume dialog box do one of the following:

a, I available choose an Input Port and set the Record Volume to about %

h. Select the Disable Settings Wizard control of sound card setlings option if vou want
to stop the Settings Wizard from configuring vour sound card. If you choose this
option vou will need to set the Record Volume level and select an Input Port using
the software that was supplied with your sound card.

. and Recosd Volime
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7. Inthe Archive Location dial
to navi

og box enter the path to the archive location or click Browse
ate 1o the required drive/folder, Click Next.

Agchive Lucation

8. Inthe Recordings Folder dialog box enter the path to (¢

Recordings Folder or click
Bro

te 1o the recuired drive/folder. Click Next,
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9. Fromthe External Clock dialog box select the COM port 1o which vou connected the
optional external clock. If vou are not using a clock select No External Clock. Click
Next,

ng on the external clock. If
the external clock is not displaying the same information as the message then try another COM port,

Tip:

10 Verify the information in the Summary of Selected Settings dialog box and click Next,

E mmt of Selecied mim S
i

Lot Mane

Ehsewiehs 2
FPEL-Z ABL Stermo, 2
bty
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Finish,
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Configuring Multimedia Settings

During the installation of some sound cards the multimedia settings may be configured in a way
that is unsuitable for use with FTR Reporter. It is good practice o check the multimedia settings
and make adjustments as required.

For Windows NP users, these settings need to be checked for each user account that is to use FTR

Heporter,

Windows 2000 Users

The following steps outline the procedures for Windows 2000 users,

To check and adjust multimedia settings:

1. Click Start, point to Settings then Control Panel and click Sounds and Multimedia.
2. Select the Audio tab.
3. Inthe Sound Plavback scction select the standard stereo sound card as the plavback
device from the Preferred device list.
Do not select any of the devices on your multi-channel sound card as the playback device.
4. Chick OK.
Windows XP Users

The following steps outline the procedures for Windows XP users.

To cheek and adjust multimedia settings:

1.
3.

.

Click Start then click Control Panel.
Click Sounds, Speech and Audio Devices
Click Sounds and Audio Devices and select the Audio {ab.

In the Seund Playback section select the standard stereo sound card as the playback
device from the Default device list.
Do not select any of the devices on vour multi-channel sound card as the plavback device,

Click OK.

Repeat these steps for each user account that 1s 1o use FTR Reporter.
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Issues for Windows XP Users

When archiving to CD, Windows XP opens one of the following dialog boxes:

£0 Brive 104} : : o 184021
| : oim on sack e
2 ORI o il & dewacs vt g Kindd ol e
) M tes
bt dis e want Wingdowe o

 Wndowss son bR e s ol pach b
A Gotnect i device wilh B b ol e

WAk e ol sl Wedons B !

Folder

Uy Upeen foldar 1o v

ot v ity ) T v witinn

It is important that gach user takes the following action when these dialog boxes are encountered.

User steps to follow:
1. Click the Take no action option.
2. Select the Always do the selected action checkbox,
3. Click OK.

Alternatively the installer can log in with each users account details and change the CD-RW drive
properties to prevent the dialog boxes from being displayed.

Installer steps to follow:

k.

< Start Windows Explorer,

2. Right click the CD-RW drive and from the shortcut memy click Properties.
3. Select the AutoPlay tab and from the content type list. choose Music files.
4. Select the Select an action to perform option and click Take no action,
5. Click Apply and from the content type list, choose Blank €D,

6. Repeat step 4 and click OK

7. Repeat steps 1 to 6 for each user account that is to use FTR Reporter,
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Starting FTR Reporter

You can start FTR Reporter from the desktop icon or the Start menu,

To start FI'R Beporter from the desktop icom

s Double-click the FI'R Reporter iwnm o display FTR Reporter;

R

RECORDING PANEL

To start FI'R Reporter from the Start meny:
1. Click Start,
2. Point to Programs on the Stan menu,
3. Pointto FTR Gold.
4. Click FTR Reporter on the FTR Gold menu to display FTR Reporter,
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Moving and Controlling FTR Reporter

FTR Reporter is easily moved to another location on the screen by positioning the mouse pointer
anywhere in the background area of the window and dragging. The background area is any part of
the window that is not a button, display area or slider bar as shown below.

gt nit Identification

Backgroune
The buttons at the top right of FTR Reporter control the way the program is displayed. You can
switch the program between normal and compact views and switch between recording and
playback, as well as minimize and close the program. You can also establish default propertics {i
the program. The table below outlines the function of each button at the top of FTR Reporter,

Hem Description

| Pancl Change Toggles between the Recording and Plavback Panels.

Compact View Toggles between the Normal and Compact views,

| Always On Top s the program to always remain visible,

Propertics Displays the program properties.
Help Dhsplays the Help window.

Reduces the size of the program window so that it only displays on

Minimize o
the Windows taskbar,

Close

Closes the program.

i

Panel Identification Lists the name of the currently displayed FTR Reporter panel
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Setting Properties

There are several settings, or properties, that control the operation of FIR Reporter. These
properties are organized in separate tabbed pages in the FTR Gold Properties dialog bowx and are
outlined on the following pages.

To medify FTR Reporter properties:

1. From the FTR Reporter main screen click the Properties button.

2. Click the required fab.

: ' nt Plvws

3. Choose the reguired options.
4. Chek the OK button.
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Understanding the Playback Panel Tab Options

The following figure and table explains the Playback Panel tab options under FTR Gold
propertics.

FTH Gold Propert
Omption Breseription
Moo Mays all channels of audio squally in both sides of e headset,
Stereo Plays sudio in stereo format,

With four channel recordings the audio will be split as follow

Channel 115

Channel 2 i % ini the right ear,

Charmel 3 gs 6 i the right ear.

Channel 4 is 100% in the right ear,

With two chanmnel recordings the aundio is split as follows:

“hannel 1 is 100% in the left ear.

Channel Zis 100% in the right ear,

Bingle channel recordings will be heard equally in both e
Foot Control When rele i control tab will automatically
Hackspace brae
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Understanding the Recording Panel Tab Options

The following fig

re and table explains the Recording Panel tab options under FTR Reporter

PIoperiies,
FTA Gold Properties
Option Deseription
Confidence Monitor When selected, # is possible 1o listen to the recorded sound from the hard drive
during recording with a 1 second delay
Location Name ster and select alternative location names here. This can be useful for computers

used fo record proceedings in mudtiple locations
{This option appears only if selected during the
Running the Settings Wizard for more details).

seftings wizard. See

Restore Audio Settings Restores the FTR Reporter audio settings to those defined through the &

Wizard after installation.

ings

Froe Archived Files Now Removes all archived recording files from the recordings folder of the s
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Understanding the Search Paths Tab Options

The Search Paths tab is used to define locations from where FTR Reporier is likely 1o retrieve
FTR recordings. The most common use of Search Paths is when a user attempts to locate audio
referenced by a time stamp in FTR Log Notes. When a time stamp. in FTR Log Notes is used to
open and play audio, the relevant sound files are looked for in all locations specified in Search
Paths.

Search Paths are also used to locate audio that is referenced in a saved shortcut. The Save
Shortcut option is described in the Using Audio Range Shorteuts section later in this guide. When
FTR Reporter tries to load an Audio Range Shorteut, it automatically searches for the sudio data
necessary for that shortcut.

The locations FTR Reporter uses in the Search Paths are defined in the Search Paths tab under
FTR Gold Properties.

Adding Seavch Paths

1. Click the Properties I8 button from the FTR Reporter main screen.
2. Fromthe FTR Gold Properties dialog box click the Search Paths tab.

[FTR Bold Properties
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3. Click Add Folder button to display the Add Folder dialog box.
— e
) My Comguiler
zm@ﬁ B Flappy 8]
H-guy Syslen
oy Datain]
o Paadio 1}
L)
G
ErDiives o Shore’ (57
Premovable Disk 27
F - KODAK DEZS0/D0280 L

4. Select the appropriate folder from the Folders/Drives list and click OK.

5. Repeat steps 3 and 4 until all appropriate folders have been added.

6. Use the Move Up or Move Down L2 buttons on the Search Paths properties page
to change the position of a selected search path. You can also remove any unnecessary
Search Paths by sclecting a folder and clicking Remove.

7. Click Apply to apply the Search Paths and click OK to close the FTR Gold Properties
dialog box.

Note: If FTR Reporter fails to find a necessary FTR recording in any of the defined search paths, a dialog box will

appear asking you to manvally search for the record
which an Audio Range Shortowt refers, if may be ne

If you are unable to locate the original FTR recording to
ry to consult with your system administrator.
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Quitting the Program

When recording and playback activities are finished for the day, you must quit the FTR Reporter
program and shutdown Windows prior to turning off the PC. If recording is in progress when vou
attempt to quit the program, a message box displays indicating that vou will not be able to exit until
recording has stopped.

To quit the FTR Reporter progran:

= {Chick the Clos Fbutton at the top of FTR Reporter,

Removing the Program from your computer

If you wish to remove FTR Reporter from vour computer you must run ‘the Add/Remove
Programs utility. This removes all components of the FTR Reporter program. Removing FTR
Reporter also removes all settings and properties of vour current installation. No audio files are
removed during removal, however it is recommended to ensure all recordings are safely archived
before wninstalling the program.

£

ninstall FIR Reporter

To
1. Click the Start bution on the taskbar.

ol

Point to Settings and click Contrel Panel.
Duouble-click Add/Remove Programs,
Click the Install/Uninstall tab,

Locate FTR Gold 2.0 in the list of programs. Click once to select the program and then
click Add/Remove, or simply double-click the program name in the list,

pos W

6. From the FIR Uninstall diatog box click Uninstall.

7. Close all windows and restart vour svstem,

e

&
3
i




Using Help

There are three help systems available. Firstly, ther is a tutorial on the CI
Reporter program. Standard On-line help provides assistance with detaile
various features of FTR Reporter. On-ine help also includes step-by-step instructions, guiding vou
on how 1o perform different tasks, What's This? belp provides instant access to help for

information about a screen component.

containing the FTR
1 descriptions of the

Using the FTR Reporter Tutorial
This tutorial will guide vou through the basic steps needed for correct and efficient use of the
digital recording and plavback features of the FTR Reporter program.

To start the FTR Reporter Tutorial:

1. Place the FTR Reporter CD into the CD-ROM drive of your computer. Aftera few
ars. Click View Tutorial

2. Follow the instroctions on the screen to complete the tutorial,
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Activating On-line Help

On-ling help is started Trom the woolbar,

To start on-tine help:

1. Open the Help window by clicking the Help €2 button on FTR Reporter.
2. From the Help Topics dialog box click the tab applicable to way vou wish 1o search for
help.

3. Select Contents to view books and pages from which you can select a topic of interest.
4. Select Index to display an index of topics from which you can select the required topic.
=

5. Sclect Find if you wish to scarch for all topics containing a key word.
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. v p ,
Using What's This? Help
With What's This? Help vou can get assistance quickly on any screen component or option when
vou need it. When you right-click on any screen component or option, the What's This? menu
pops up as shown below.

d

¥

y then clicking on What's This?, a pop-up window opens containing a description of the selec!
screen component or ophion.

Hitwrt Recording
s o o peas CTRLAF 1o sterd & vecording.

Mote:

3 each dinlog box, there is a What's This? Help button 2 Fy clicking on this button, then moving the
£

g? over the required option and elicking, information relating to the item is
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Displaying the About FTR Gold Dialog Box

The Abowt FTR Gold dialog box lists the FTR Gold products installed, their seral mumbers and
versions. FTR Gold (and third party) copyright information is also displayed.

To display the About FTR Gold dialog box:
1. Fromthe FTR Reporter main panel click the FTR Gold logo

2. The About FTR Gold dialog box appears. This thalog box contains information abou
installed products, trademark attributions and the System Info button.

3. Toview system information click the System Info button. To close the Aboul FTR Gold
dialog box click the OK button,

Note: Clicking the System Info button displays the current seflings as specified inthe Setting Wirard.
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The Recording Panel

The Recording Panel provides the tools needed to capture and save proceedings in a digital multi-
channe! audio format on a PC workstation. While information is recorded, it is possible 1o
automatically create archive files. Archive files are used to restore the audio for review or
transcription at a later date.

During the recording process the recording time is shown on the Recording Panel. This assists you
in identifying key points in the recording time in your log notes, if required. You can also listen to
the recorded audio in your headphones (while recording continues) to verify that the current
proceedings are recorded successfully.

Recording Proceedings
To ensure that proceedings are recorded and stored properly, there are several procedures that must

take place as described below.

Recording Procedures:
1. Ensure that you have read and understood the procedures involved for your chosen
archive media.

2. Start Archiving. For a full explanation of all archiving procedures see Archiving later in
this guide.

3. Ensure the recording is started prior to the beginning of the proceedings, then stopped and
restarted as needed throughout the day as breaks occur in the proceedings.

4. Stop the last recording at the end of proceedings for the day.
5, Stop Archiving as per the requirements of your chosen archive media.

6. Label and store the archive media safely.
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Identifying the Recording Panel Screen Components

There are several screen components for using the Recording Panel as pointed out in the figure
below. The table that follows describes the function of each elerent. Many of these elements will
be discussed in greater detail later in this guide.

Recorded
Audio Current Record
Stop FRecording - Start Recording - - Label Time Display

Catdidance
Monifor
Channel
Select
buttons
Recond
Waig o
Status
e i
Archive Media™  Archive Media Status Archive Activity Archive " Confidence Monitor
Display Inchicator StatiSior  Volume Control
Term Deserviption
Stop Recording Click this button to Fnd the current regording,
Start Recording w this button to stard recording,
Recorded Andio Label tdentifies the recording location and date.

Confidence Monitor Chanoel Select  Turns channels on and off while e & monitoring recordings. Click the
Buttons appropriaie bution o tum a channel off or on.

Contidence Monitor Volume Control  Controls the playback volume of confidence monitoring. Drag this contro! tab up o
inerease the volume or drag it down to decrease the volame.

Corrent Record Tine Display Dhsple

‘s the current time during recording. A tick mark appearing inr the top left
of this display indicates that the time shown is PM. This does not appear for
1y Z4hiour time formats.

Archive Stari/Stop Click this button 1o start or stop the archiving process,
Archive Activity Indicator tdentifies archiving status.

¢ Media Status Displays the amount of available space on the archive media.

Archive Me Identifie

s the type of archive media being used.

Record Media Status Drsplays the amount of used and available hard drive on the P
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Using Compact View

There is also a Compact View of the Recording Panel that displays a limited control set. This
Compact View is designed (o take up less screen space and will always remain visible (always on
top) on the screen so that i is easier to work with other programs as recording ocours. For
example, you may wish to transcribe proceedings or take notes regarding the proceedings.

To switch 1o Compact View:

»  Click the Compact View

To switch to Normal View:

«  {Chck the Normal View Wl button.

The figure below illustrates the options available from the Compact View of the Recording Panel
and the table that follows describes each option

Playback Channet
ant Play Time Disploy- Se - = Wormal View

Description

Diisplays the current time during recording.

Confidence Monitor Channel  Turns channels on and off while confidence monitoring recordings. Chick the appropriate
Select Buttons button to tum a channel off or on.
See Appendiz A for information on using kevboard shorteuts.

Bormal View button Click this button to return to Normal View.
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Beginning to Record

When recording begins, you will notice the recording time in the Current Record Time display.

Yo start recording:
1. Ensure the Recording Panel 1s in Normal View.

2. Click the Start Recording |

button on the Recording Panel.

You can also press CTRLAFZ to start recording while in Normal View,

Tip:

Identifying the Record Media Status Display

The Record Media Statas display identifies how much free space is available to store further
recordings on the PC. This information displays in four different formats, To see each of the
formats, continue to click the Record Media Statos display, With each click the status display
togeles o list the available space in one of the following formats:

The number of MB available,

L3

»  The todal amount of recording time available in hours and minutes,
«  The percentage of total hard disk space used.

= A progress bar indicating the percentage of storage space used.

Tashes a red Jow capacity warning when 20 minutes or less of recording time/inedia is

f
is warnping appears regardiess of the format currently shown in (he display and will

This displa
available, Th
continue to appear until you click the display.
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Listening While Recording
Confidence monitoring is the process of listening to the recorded data directly from the hard drive
during the proceedings. This is to verify that the audio data has been successfully recorded. The
playback has a ¥4 second delay. The Confidence Monitor feature is controlled by the Recording
Panel properties.

To turn confidence monitoring on or off:

button to display the FTR Gold Properties dialog box.

1. Click the Properties

FTA Gold Properties

2. Chck the Recording Pancl tab.

3. Select the Confidence Monitor check box to enable confidence monitoring,
check box o disable confidence moniforing.

4. Click the OK button.
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Ending a Recording
When a break is taken or when the proceedings are finished for the day. you must remember to stop
the recording process. If you attempt 1o close the program while recordi ng is in progress a warning
appears indicating that the program cannot be closed until the recording is stopped. The Recording
Panel must be displayed in Normal View in order to stop the recording,

To stop recording:

1. Click the Stop Recording ution on the Recording Paned.

2. From the confirmation dialog box click Yes if you are sure wou wish fo stop recording,
FTR Reporter continues 1o record until the Yes button is clicked.

Tip: ¥ou can also press CTRLAFS 1o stop the recording while in Normal View,
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Archiving

Archiving is the process of copying recordings from the hard drive of the PC to a relegated
permanent or long-term digital storage location. This can take the form of any digital media such
as recordable CD’s, other removable media such as Zip disk or Magneto Optical disk, or, by using
Archive To Network, the hard disk of another computer.

Once archiving is started, FTR Reporter automatically archives recordings to the archive location
of vour choice. If your Archive Location is a shared folder on another computer then archiving is
automatically started. If you are archiving to removable media then it must be started manually.

identifying the Archive Display components

The Archive display is located on the Recording Panel of FTR Reporter. The figure below
illustrates the components of the Archive display. These components are explained in detail in the
following sections.

Archive Media Archive Activily Archive
Stedus Inclicator Start/Slop

Hrehive
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Checking Archive Activity

Next 1o the Avchive Start/Stop bution is the Archive Activity Indicator. The Arvchive Activity
Indicator changes to one of three colors depending on the mode of operation.

Stopped

Mo media in the drive {or no connection 1o network archive location).
Media is invalid.

“alid media present (or the archive network location is availabley but archiving has not started.
3 Tdle

Valid media in the drive (or the archive network connection is established) and archiving has been
started but there is no audio waiting to be archived.

1o progress

Archiving has started and audio 1s curtently being archived to the removable media or to the
network archive location.

Checking Archive Media Status

The Archive Media States display identifies how moch free space is available on the archive media
to store further recordings, Depending on the type of archive media, this information displays in a
numiber of different Tormats, With each click the display topgles to show the different formats.

When wchiving 10 a network location; the following information 1s available:

»  The number of MB available.

«  The total amount of archive time available e hours and nunutes,

When archiving to all disk nedia including CD and other removable media, the following
information is avatlable:

s The number of MB available,

«  The amount of archive time available in hours and minutes.

«  The percentage of total archive media space used.

s A progress bar indicating the percentage of archive space vsed.




Archive Media

FTR Reporier groups archive media into two types; Archive to Disk or Archive to Network, The
type of archive media is dependent on the location entered in the Archive Location component of
the Settings Wizard (sce Running the Settings Wizard for more information). Archive to Disk
includes atl disk media such as CD and removable media.

The Archive Media display has a vnique display for each archive media. The following table
displays the Archive to Disk and the Archive to Network media displays respectively. For further
explanation of the archive procedures for differing media, consult the following sections entitled
Archiving fo a Network Location, Archiving fo Other Removable Media and Archiving ro o CD.

Archive Medin Display Dreseription

Avchive to Disk display: no CD inserted.

Axchive to Disk display: no other ramovable media inserted,

Archive to Disk display: media inserted.

Archive to Network display: archive stopped.

Archive 1o Network display: archive activated.
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Archiving to a Network Location

With FTR Reporter vou can archive to a location on vour network. Sound files are stored in a
hierapchical folder structire based on date and location name.

Exarnple
A recording is occurring on 2™ January 2002 in Court | and the specified Archive Location is:
WArchiveserver\Sound Archive\F TR Audio

where AchiveServer is the computer name, SoundArchive is the sharename and FYRAudio is the
designated folder.

When archiving commences the Archive Location is scanned Tor a folder called 200201 and if not
found it is created. This represents the year and month of the recording.

It then scans the month folder for a folder called Court 1 and if not found it'is created. Onoe the
folders are in place the sound files are archived to:

WArchiveServerSound Archive \FTR Audio\ 20020 WCourt 1

Network archiving is started automatically when FTR Reporter starts. The Archive Activity
Indicator will be green or red indicating that archiving is idle or currently writing. It is not
necessary 10 stop arcluving o quit the program.  You can stop archiving at any time if required.

Archiving to Other Removable Media

You may choose to use other forms of archive media such as ZIP, JAZZ, Magneto Optical or
others.

Some removable media may require preparation before being used with FTR Reporter, Follow the
formatting wstractions for your medid type, as described by the vendor's users puide Tor the drive

device vou chouse. When you complete recordings for the day and stop archiving, vour removable
media may also automatically eject from the removable media drive. I this occurs, simply remove
the media and store it for future reference. If the removable media does not automatically eject on
ending archiving, consult the vendor’s users guide for information on ejecting.

Mote: Wihe removable medivm is ejected during an archive session vou may see some Windows srror mess:
can re-insert the disk or use a new disk and restart the archive session with no data loss.
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Archiving to a CD

FTR Reporter uses DirectCD™ from Roxio™. During installation of FTR Reporter some
DrirectCD settings are adjusted for efficient use of archiving, 1t is important that your computer is
restarted after installation to ensure these settings are optinuzed.

Start Archiving

Oninserting a CD, FTR Reporter checks the status of the disc and a message is displayed to
describe what is found. To learn more about Archive Media Status messages sce Archive Media

Status -

- (0 tater in this gaide.

To start an archive session

1.

2.

Insert a disc in the drive. The Archive Device display shows a disc disappearing into the
drive.

Mode: i the CI7 has been used In store other data and has not previously been used for archiving FTR Audio then a
warning message is diplayed. You can confinue with the dise or you can glect the dise by pressing the drive

aect bulton.

Clck the Start/Stop Avchiving = button.

If there is no audio walting to be archived the Archive Activity Indicator changes to green
showing idle mode.

If there are recordings waiting to be archived the Archive Activity Indicator changes fo
red showing writing mode.
T both cases the Archive Media Status display shows remaining disc space.

Note: Before archiving actuslly beging some form of dise preparation may occur. An approptiate message is displayed
in the Archive Media Status Display.
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Stop archiving

You can stop a CD archiving session at any time. Alter confirmation, archiving is stopped and the
disc 1s gjected. The sound files that have successfully been archived to the dise are now marked as
avatlable for deletion from the Recordings Folder,

When ejecting the CD vou can choose one of two formats for the CD.

Write-protect this disc then eject.
Thus option ensures that the CI) can never to be written to again, The CD is finalized and
permanently closed for use muking it readable in most standard CD-ROM drives.

1 intend to archive more audio to this disc: eject now,

This option applies no processing o the CD before it is ejected. 1n this condition the CD cannot be
read by most CD~-ROM drives but it can be used to add more archived audio at a later time using
FTR Reporter. When the CD is full or you do not infend to add more archived audio then vou can
choose to protect the dise from further writing,

To stop archiving

1. Click the Start/Stop Archiving bution -
2. A confirmation dialog box is displayed before archiving is stopped. Click Yes if you are
sure you want (o stop archiving,

Note: If vou stop an archive ion while there is audio waiting to be archived, the confirmation message
meludes an estimate of the amount of audio remmining to be archived.

3. Fromthe Eject Archive CD dialog box select an option and click OK to continue,

ject Archive CD

4. The Archive Status Display indicates that the CD is ejocting.

Note: It vy take some time Tor the CD to efect i you are write-protecting the disc.

Lhe

. The CD is gjected and the CID image in FTR Reporter is shown as ejected.
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Archive Maedia Status - CD

When archiving is off the following messages can be displayed.
The display alternates between message one and two at 3-second inters sals, The audio to be

archived is updated every 5 minutes while recording is active {and once when recording stops).
Message two displays the amount of audio in the Recordings Folder thatis yet to be archived.

Mlessuge One Messiuge Two Dise Status
; XN MB (XX mins) to he archived Mo dise i drive
MB (XX mins) to be archived YValid disc in drive

weinsy available

.nmcw Avchive ~ Invalid Media K OMB (XX mins) to be archived Invalid dise in drive
When you start archiving with a valid disc the following messages can be displayed.
Message Activity

Displayed when a blank CD is being formatted or a finalized CD is

being made writable.

%ww% the space remaining on the

archiving is idle or writing 1o dise.
are selectable by clicking the aliwm,}a

seonds whenever the Archive Start/Stop bulton s

e dise preparation is active,

Preparing to archive

X WME Remainiog

Busy. Please wait,

When vou stop archiving the following messages can be displayed.

Message Acctivity

Axchive File Copy in Progress Ensplaved when archiving is stopped while still writing to the disc.
Displayed when the first option is i in the Eject CD dialog

When complete the nest message is shown,

Displayed after write protection comp ot when the second

upmm is selected in the Ejeet CD dialog

played for 7 seconds whenever the Archive Start/Stop button is

essed while any disc pro ng is active.

3

Write profecting the disk L

Kjecting

Busy. Please wail.

Page 39



Troubleshooting DirectCD

To ensure that srchiving to CD is efficient and simple some default DirectCD settings are changed
when FIR Reporter s installed.

I DrirectCD dislog boxes begin to appear for no apparent reason then one or more of these settings
have been changed. You can manually change these settings to prevent DirectCD dialog boxes
appearing again.

To change DirectCD wizard seftings
1. Right click the DivectCD icon in the System Tray and click Properties (version 2.X or
3.0 or Options (version 5.X0).

2. I you bave DiretCD version 2.X and 3 % then select the DirectCD Wigard tab, Hfvou
have DirectCT) version 3.X go to the next step.

3. Make selections for your version of DirectCD.
Version 2.X or 3.X

Select the Enable standard CD-ROM compatibility option and clear all other options

Version 5.X

Select Bhow leon In System Tray

In CB-R Eject Options sclect Always Leave As 1s

In Options Available For Drive leave settings as they are
Ulear all other options

4. Click OK 1o accept the chamges and close the Preperties/Options dialog box,
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The Playback Panel

Before listening to previously recorded audio, you must switch to the Playback Panel. After
switching panels, the audio from the required day is selected and opened for playback.

Switching Panels
As described earlier in this guide, FTR Reporter provides tools for controlling the display of the
FTR Reporier program. The Panel Change button located at the top of FTR Reporter switches the

display between the Recording and Playback Pancls,

To switeh between the Recording and Playback Panels:

«  (Click the Panel Change B8 button at the top of FTR Reporter.

KNate: When the Playback Panel displays, the Current Play Time Display is filled with dashes. This indicates that no
audio has been opened for listening.

Page 41




Fange Start_

Identifying the Playback Panel Screen Components

The Playback Parel is iHustrated in the figure below. The table that follows describes each

function,

Lomded
Aidies eon
Label

Selecled
Aty

tions

Option

Current Play
Time Butions

Flayback Channel
Selact Buttons
Playback

Waster

Volume

Playback
- Bpeed
Condrol

yhiack
Channed
Yolumes

Deseription

Open Audio

Save Audie

Stop

Rewind

Placy

Fast Forward

Cuarrent Play Time Display

Plavback Channe
Playbac
Plavback Channel Volame

Plavhack I

er Volume

Range End Time Display

Range Start Time Butfons

e T F

Rang [tons

Current Play Thwe Buttons

Selected Audio Di

Loaded Audio Label

Click this button to load recording files.
Click this button to save a defined range.
lick this button to stop playback.

Ch

ck this button to rewind recordings.

Click this buttor to play a recording.

Click this button to fast forward through recordings.

Drisplays the current playing time in a recording.

Displays the available audio channels and tums thenn on and off. Se
kevboard shortouts,

o
C
oy BTz as

trols the playback speed of the recording. Drag the control tab up 1o increase the
.oy down to decrease the speed.

ch independent channel. Drag the control tab up
d channel, or to decr the volume.

J

ontrels the plavback volume on e
s the volume of the requir

Comtrols the overall volurme of all ¢ ¢ the

volume of all channels, or down to decr

Dirag the controd tab up o iner
e the volume.

Displays the starting time of a selected audio range. ou can also key w times.

s the ending time of a selected andio runge. You can also kev m times.

ick these adjustenent buttons to adjust the Range Start Time.
Click these adjustment buttons to adjust the Range End Time.
Chick the

Tde

> adjustrment buttons 1o adjust the Current Play Time.

tiftes Displays the total ameount of time in 2 selected range of avdio.

ih

Tdentifies Displays the date and recording location of the loaded sudio.
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Using Compact View

There 15 1 Compact View of the Playback Panel that displays a limited control set. This
Compact View is designed to take up less screen space and will always remain visible (always on
top) on the screen so that it is easier to work with other programs as playback vccurs. For example,
you may wish to transcribe proceedings or take notes regarding the procecdings.

To switch to the Compact View:

»  Click the Compact View Ml button.

Yo switch to Normal View:

w  Click the Normal View bution.

The figure below illustrates the options available from the Compact View of the Playback Panel
and the table that follows describes each option,

Chanrel
Futtong ~

Current Play Time Display- - Normal View

Option Descripiion
Current Playback Time  Displays the time of recording being played back.
Display

Channel Select Buttons  Turns channels on and off during plavback, This allows the user o
isolate audio channels while playving back recordings in order to focus
on specific speakers. Click the required button to turm a channel off or
OfL
See Appendix A for information on using keyboard shortcuts.

Mormal View Clck this bution to return to Normal View.
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Loading Recordings

Recordings created using FTR Reporter are organized and stored by date and location. When
selecting audio Tor playvback, stmply locate the recording using the location and date.

Note: Do not attempt to open sudio from a removable media device that is currently archiving. Failure to observe this
warning may result in loss of data on the mrohive medium.

To open an FIR Gold recording

1. Click the Open Audio

button on the Playback Panel to display the Open Audio

dialog box.
FoldersiDrives Switch Sort Dayll.ocations
lis i

f ey Order butlon - podist

Folders/Drives— Open . Close Other Auwdio L. Recording
infermiation buton bution brutlon information
2. Select an appropriate folder from the Folders/Drives list.

3. Openarecording from the Day/Locations list by double-clicking clicking on it
Alterpatively, single-click the desired recording and click Open.

Tip: The Switch Sort Ovder button switches the sort order between location and day in the Day/Locations list,

You can use the Plavback paned to Listen Lo procegdings currently being recorded by FTR reporter,
Simply open the audio as vou would any other FTR recording.
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Opening Recordings In Other Formats

it is also possible to listen to recordings created using other programs. I the recording was not
created using FTR Reporter, the procedure for loading it is shightly different.

Nete: This procedure can be used to play any * WAV file. However, if the * WAV file is not in FTR Gold format, vou
must have the proper CODEC installed to read that * WAV file.

To open other types of audio:

1. Click the Open Audio ] bution on the Playback Panel to display the Open Audio dialog
box.

2. Click Other Audio to display the following dialog box

L Gipan Othes

3. Expand the Look in list box (click the arrow) and select the required drive.
4. I necessary, double-click the folder containing the required audio.
5k

“

. Select the required recording.

6. Click the Open button.
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Listening to Recordings
After andio from the required date i1s oaded, itis ready 1o be plaved. There are several options
available for controlling the plavback of the recording as well as locating a specific time in the
recording. The following figure iHustrates the options and the table that follows describes each

one.
Current Pi irrent Play
Stop Time Displa Time Butlons
t LAY
L] ®
12:42:57
o
Rewind Play
Orption Dreseription
Rewind Click this buften to scroll backward in the recording at four times the normal plavback speed.
Play Click this button to play the currently toaded recordings,
Fast Forward Click this button to serell forward in the recording at four times the normal playback speed.
Carrent Play Time Drisplays the carrent recording plavback time. This display can be edited to locate a procise time in
Drisplay the recording.
Current Play Time Click these adjustment buttons o adjust the position of the Current Play Time.
Buattons
Mote: eurd while using the Rewind and Fast Forward features.
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Entering a specific time

In addition to using the Rewind, Fast Forward, and Carrvent Play Time butions, vou can type a
specific recording time in the Curvent Play Time display.

To enter a specific play time:

1.
2.

Open the audio from the required location and date.

Click the required time component in the Current Play Time display. For example, click
the hour if vou wish to change the hour of playback.

Tip: The kevboard shortout for selecting the Current Play Teime Display is ALT+1. The hovrs component
is selected. For other kevboard shortouts see Appendix A at the end of this guide,

Type the required number,

Tip: For sinale digit times enter a zero first. Alternatively enter the single digit and move 1o the next time
£ o W

cognponent using the cursor 5.

The time entry mode autormatically moves right 1o the next time component of the
Corrent Play Thme display. Press ENTER if von wish to confirm the keved time
components, Otherwise, after the last seconds digit is entered the thme s automatically
checked and accepted if valid.

Mote: The time displayed may differ from the time vou enter. This will ocour if the time you enter i5
invalid, Inwvalid times are those that oceur before the day start time, after the day end time or during a
bread in recording,

Page 47



Using the FTR Foot Control

The oot control provides another way o control audio playback. It connects to the game port of
the computer and works directly with the FIR Reporter program.

To play the audio, press the center of the control. To fast Forward, press the left switch and
rewind press the right switch.

Moter The rewind and fast foreard switches on the standard FTR Foot Control can be swapped by changing the internal
wiring, Vou can also adapt foor controls from other manufactorers, Contact vour dealer Tor information on other
foot controls.

When the control is released while playing, dn adjustable backspace is implemented so when play
resumes, the speaker’s last fow words are repeated. The backspace time can be modified on the
General tab of the FTR Gold Properties dialog box, which was discussed carlier in this guide.
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Isolating Channels

FTR Reporter can record and playback andio ina 1, 2, or 4 channel format. By isolating channels,
you can eliminate background noise from unwanted channels and separate speakers when they
speak over one another, By default, four channels are displaved when the panel appears, When
audio is loaded, the sumber of displayed channels will change according to the loaded andio
format. For example, if the andio was recorded in a two-chanmnel format, only two channels appear.
You can isolate a channel using the mouse or the keyboard but the method of use differs. Sce
Using the Mouse and Using the Kevboard later in this section,

In addition to isolating channels, vou can control the volume of individual channels. Through the
Playback Master Volume control, vou can also control the volume of all chanpels as a group. The
figure below Hlustrates the channel buttons and the volume controls. The table that follows
describes them in more defail.

Playback Playback Channel
Magter Volume Select Buttons

Playback Channel Volume

Oyption Desceription

Playback Channel Select Buttons  Each button represents a different chanmel of audio in the recording. The channels are
turned off and on by clicking the appropriate channel button. A green light means that
the channel is on and a ved light means that the channel s off

Plavback Channel Volume Controls the plavback of each individual chanpel.
Playback Master Volome Controds the playback of all chanmels as a group.
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Using the Mouse
Use the mouse o tum channels on or off as required.
To switch channels on or off
1. Chek a channel that i on 1o turmn it off. No other channels are affected,

2. Click a channel that is off to torm iton. No other channels are alfected,

Using the keyboard

Using keyboard shortcuts has a different outcome depending on the state of the channel when
selected. If a channel is on when selected it remains on while all other channels are switched off
This provides a quick way to isolate a single channel. If a channel is off when selected, it is
switched on without affecting other channels. For keyboard shortcuts, sce Apperdix 4 later in this
guide.
To isvlate a channel

1. If the required channel is off press the kevboard shortcut to switch it on.

2. If the required channel is on press the keyboard shorteut 1o switch off all other channels,

Yo swap to anotherisolated chanpel

1. Press the keyboard shortcut for the new channel. This turns the channel on without
affecting other channels.

2. Press the same kevboard shorteut to switch off all other channels

To select a combination
1. Press the keyboard shorteut for one of the required channels. The channel must be on.

2. Press the kevboard shortcuts for the additional required channels.

Tip: To switch all channels on, press CTRIAS.
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Selecting and Saving Audio Ranges

It is possible to take portions of a day’s recordings and save them to other locations. This is useful
when attorneys or judges wish to review portions of proceedings at a later date, or for distributing
the recordings to transcription agencies. These sections of audio are called ranges and can be saved
1o any digital disk mediom, such as a CD-R, CD-RW, hard disk, network drive, Zip, Jaz ot
Magneto Optical drive.

The Audio Display and associated range sclection displavs and buttons are used to define an audio
range for saving to other media.

Prior to creating audio ranges and saving them, i is important to have a clear understanding of the
range defining components and their functions. The following figure illustraies the components
and the table describes each.

Aauddio Break Tick

Dy Audio Start Tick Day Audio Bar

Day Audio End Tick

Range End
Time Butions

Range Slart
Tine Buttons

Range Stant Current P Range Start Hange Range End
[ } Ti Time Audio Bar - Time

Component

Preseription

Diay Audio Bay
Tray Audio Start Tick
Pray Audio End Tick

Audio Preak Tick

Hange Start Time
Range End Tine

Range Audio Far

Current Play Time

Ranpe Start and End Time

start and End Tume

Represents the entire day’s recordings from one location.

Represents the beginning of a day’s recordings.

Represents the end of a day’s recordings.
Represents the stop and start times of breaks in the recording.

Represents the beginning of & selected range. Drag this control tab 1o adjust the starting
range time.

Represents the end of a selected range. Dwag this control tab to adjust the ending range
time.

Represents the audie in a selected range.

Represents the time of the currently plaving audio. Drag thas control tab to change the
current plavback time.

Click these adjustment buttons to adjust Range Start and End Times.

Drisplays the corrent Range Start and End Tunes. These times can also be edited.
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Selecting an Audio Range

There are several methods for selecting a range. The first method is to drag the Range Start Time
control tab to the location where the audio range is to begin, then drag the Range End Time
control tab to the time the audio range is to end. The new start and end times will appear in the
Range Start Time and Range End Time displays as shown in the following example.

Another method for selecting a range is to use the adjustment buttons that appear above the Range
Start Time and Range End Time displays. The left adjustment button will decrease the time
selected wath each click while the rght adjustment bution will increase the time selected with each
chick. Chick and hold to increase the rate of change.

In addition to sclecting a time component and using the adjustment buttons to change the time, you
can also key in a selected time component to quickly identify a specific time. Simply click on the
Range Start Time or Range End Time display and type the required time.

i PREGE Enidd

Fangs Start .
Time Buttons

Time Buttong

splay

o é}y
The following table outlines severa

¢ of audio.

Action Deseription
Double-clicking the Range Start Time Display Changes the Range 8tart Time to the Current Play Tine,

Doulde-chicking the Range End Time Display Changes the Range End Time 1o the Current Play Time.

Pressing the CTRL k

ging the Range Start © Changes both the Range Start Time and the Range End Time.
me Control tabs,

Progsing the ' s while clicking and dragging the  Drags the selected audio tange across the Day Audio Bar,
mouse cursor apywhere within the Day Audio Ba

Pressing CTRLA b OF Move entire range back or forward
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Saving an Audio Range

After the range has been defined, it can be saved in a number of ways.

To save an audio range:
1. Click the Save Audio ij button on the Plavback Panel 1o display the Save Audio dialog
box.

Mew Folder bulion Switch Sort Order button

| Save Audio

F sponesiiler Dis ke (B}
& )

bbb

Folderstirves list

FoldersiDnves inform - Close button

Save button gve Options button

2. Perform one or more of the following Save

55

i Save the audio range by clicking Save.

b. Create a new folder by clicking the Create New Folder buttonn. Stmply name the
folder in the Create Folder dialog box and click OK.

o, Use the Switeh Sort Order 2 button to switch the sort order between location
and day in the Day/Locations list.

d. Click Close to exit the Save Audio dialog box without saving any andio or audio
range information.

& Use the Save Options button to use the Save As or Save Shorteat options
explained below,
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Using Save As

The Save As option opens the Save As dialog box. From the Save As dialog box you can save the
audio range with a new location name.

simply type a new name for the audio range or select a previously saved name from the list (there
is a 28-character lmit) and chick Save. This saves the audio range under the new location name in
the folder selected inthe Folders/Drives list.

Using Audio Range Shortcuts

Audio Range Shortcuts are designed to enable saving audio ranges without the need to save
extensive amounts of audio data. These shortcuts can be saved easily on a choice of digital media,
allowing distribution o third partics.

After clicking the Save Audio button, simply click the Save Shorteut button to save the audio

ange information in the folder selected in the Folders/Drives list. No audio data is saved. but a
shorteut referring to the original sound file is created. This shortcut contains the audio range
information, reducing sound file duplication.

Andio Range Shortcuts can be opened in the same manner ag nofmal FTR recordings. ‘When
opening shortcuts, FTR Reporter simply searches for the original audio data and opens the full
recording with the audio range selected. As Audio Range Shorteuts contain no actual audio data.
they are also ideal for sending as electronic mail attachments or simply across a network to be
opened from another location,
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1t is imiportant to recognize the differing appearance of Audio Range Shoricuts when opening them
from any of these locations. The figures below show three possible appearances,

’ Tum 1_2306-99 ) Tum
B Turn 1_23-06-58 139 _01bebid799%a9300 199_01bebd?... el Wednesdey, 23 June 1993
Windows Explorer lcon Desktop or Email lcon FIR Reporter Open Audio dialog box
Note: In order for the recipient of the Audio Range Shorteut to be able to find the sudio data, it is necessary to define

Search Paths in the FTR Reporter Properties. See Understanding the Search Paths Tab Gptions under Se
Properties for more informatios.

it
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Appendix A: Using Keyboard Shortcuts

Playback Panel

The following kevboard shortcuts are available in Normal View. Available keyboard shortcuts in
Compact View are restricted and are indicated with an asterisk (*). Compact View keys are also
global, which means they operate regardless of the program you are currently using,

Comumnon Controls

To Press

*Select Normad or Compact view CTRLAALTHY
Select Alwaye On Top (toggle kev) CTRLAT

View propertics ALTHENTER
Exit program ALTFS

Play Controls

To Press

Play ¥

Biop ¥3

Hewind ¥

Fast forward Fs

Open audio CTRL + F6

Bave audio CTRL + 8
*nerease/Decrease master volume CTRL + T ord
Inerease/Deorense play speed SHIFT + Tor
Seleot stereo plavhack CTRL+ ALT + 8
Select mono plavback CTRL + ALT + M
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Moving Audio Display Control Tabs

To

Press

Maove current play fime tab left or right

Move range start time tab left or right
Move range end time tab left or right

Move selected audio range left or vight

Fditing Time Displays

To

SHIFT + s
CTRL A+ 4 o1~
ALT A+ o1 ~»

CTRL 4+ ALT 4 4 or

Press

Select curvent play time display
Select range start time display

Select range end time display

ALT +

1

ALT +2
ALT+3

cel time display selection ESC

ot A or PM (toggle kev)y Tor
Cancel entry ESC
Accept enlry ENTER
Channe! Controls
To Press
*Channel 1 action ** CTRE A+ 1
*Channel 2 action ¥* CIRL +2
#Channel 3 action ** CTRE + 3
*Channel 4 action ** CTRL + 4
*Turn all channels on ¥¥ CTRL + &

#%  The outcome of channel control action will vary depending on the carrent state of the channel.

1 the channel is on, it will remain on while all other channels are switched off. This action

provides a gquick way to isolate a channel, which is a typical requirement during transeription. If

the channel is

way 1o select different combinations of channels,

off, it is switched on without affecting any other channels. This action provides a
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Recording Panel

The following keyboard shortcuts are available in Normal View. Available kevboard shortcuts in
Compact View are restricted and are indicated with an asterisk (*). Compact View keys are also
global, which means they operate regardless of the program you are currently using.

Revording Controls

Ta Vress

Start recording CTRL + F2
Stop recording CERL + F3
Start/Stop archiving CTRL +¥12

Confidence Monbloring Controls

Yo Pross

* Adpust confidence monitor volume CTRL+ T ord

Channid Condrols *

Ta Press

FChannel 1 action #* CTRL + 1
*Channel 2 action #* CTRL +2
*Channel 3 action % CTRL &3
*hannel 4 action ¥* CTRL, + 4
FTarn all channels on CTRL 4 5

** The outcome of channel control action will vary depending on the current state of the channel.
H the chansel is on, it will remain on while all other channels are switched off. This action
provides a quick way to isolate a channel, which is a typical requirement during transcri ption, If
the channel is off, it 1s switched on without affecting any other channels. This action provides a
way to select different combinations of chanrels.
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Appendix B: Preparing for Successful Recording

The information described here is a set of recommendations for preparing the courtroom: for
successtul recording as well as tips for ensuring the best possible recording.

Setting Up and Testing Your Equipment

One major key to successful recording is testing the equipment before the actual proceedings begin.

1.

16,

11.

Verify that cach of the following statements is true:

»  All necessary equipment is present.

= The microphones are plugged into the proper channels on the back of the mixer and the
channels are clearly marked.

= The mixer is connected to the computer.

« ffihe archive drive is external, it is connected to the computer and 15 turmed on,
»  The headphones and speakers are connected to the computer.

Turs on the PC.

MNote: Steps 1 and 2 should be done as soon as possible as it may take a few minutes o boot up the computer.

Start FTR Reporter.

Label the first archive CD or disk with the date and location of the proceedings, then place #
into the archive device correctly.

Start recording.

Speak into each microphone to identify its location. For example, walk to the judge’s
mcrophone and say “judge”. This identifies which microphones are functioning. H
microphones are close then add a scratch test after each voice test.

Mote: When speaking into a microphone being tested, other microphones placed near it may pick up the words
being spoken during the test. This makes the scratch fest very wnportant,

Stop the recording session.
Play the session back fo verify that audio was recorded, switching between the channels as vou
listen. Remember to listen for the scratch test on each microphone. I you hear voice but no
scraich, the microphone is not working, The voice vou hear in this case is being playved back
on another close microphone. Repeat this process and listen through the headphones as well.

b

H the system is functioning properly, continue with any necessary courl procedures,
I the system is not functioning properly, check all of the connections, exit FTR Reporter, and
reboot the system. 1 this does not comrect the problem, contact your dealer.

You should be read
day’s proceedings should begin belore “all risc” 1s announced.
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Making an Effective Recording

The following is a set of guidelines for ensuring that the proceedings are recorded as completely
and clearly as possible.

L}

Be sure that vou are recording at all times when the judge is on the bench. Any order by the

Judge to stop the recording should be heard on the recording. You should ouly go off-the-

record at the direction of the judge.

The date, location, case number, and claimant name should be stated at the beginning of the
recording,

Speakers should introduce themselves as they go on the record. Ask them 1o state their names
if necessary. If a name is difficult to understand, or the speaker is unclear, have that speaker
gpell their name.

Be sure that each speaker talks directly into the microphone and that they do not scratch or tap
any part of the microphone or stand.

Politely ask participants to speak up and repeat themselves as necessary. 1t is better to ask to

have the information repeated rather than to not record the information clearly.

[f'technical terms become a part of the recording, ask for the spelling of the words as

NCCCSEALY .

If sneezing, coughing. or other noises mask the sound of a voice, note the dialogue at that point

of the recording in the log notes.

If off-the-record conversations are being picked up on the recording - such as attormeys

conferring at a table - let the parties involved know that they are being recorded and that ihey

should move away from the microphone.

= When judges and atiorneys confer in off-the-record discussions it can be difficult to tell
when they wish to be back on the record. As the discussion progresses, ask them if they
wish o be on the record.
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Appendix C: Settings Wizard Sound Card Warnings

If the Settings Wizard cannot detect some features of the sound card you are using then one of the
following messages is displayed. Failure to detect the required features is not a fault and will not
prevent FTR Reporter from working. The only outcome is that you may have to manually set the
Record Volume level or select an mput device using the software that i is supplied with your sound

card.

Setlings Wizard

] Slinm ’
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INTRODUCTION

cord Play vital standard for playing recordings of courts, mectings and conferences. While the new plaver is
backwards compatible with FTR Gold audio, it now includes enhanced video playback features, To maximize the benefits of
reviewing sudio and video it is recommmended that vou capture the record using the companion program - TheRecord Recorder™,

Becanse the record is stored digitally there is no degradation in quality, no matter how often it is played.

Player is available as a free download from the ForTheRecord website, located at www ForTheRecord com.

About This Guide

This User’s Guide assumes that you are Tarniliar with Microsoft Windows operating systems. If yvou are new 1o Windows, make
use of the extensive Windows help system before attempting to use TheRecord Annotator,

iy

e three types of gpe

&2

by marked text used throughout this guide.

This is anote. I is used o provide additional information that may be important in the area you are currently reading.

This is atip. It is used to provide additions] information that may agsist you to complete a task inoanother way - such as a keyboard shortout,

This 1s o warning. # i used to highlight an action or task that must be conapleted exactly as stated. Failure to do so may result in loss of data.
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Getting Technical Support
Please consult this guide and the online Help before seeking further assistance.
Additional help can be obtained in the following ways:
4 Website

Visit the wehsite and search the knowledge base for articles that may assist. There may also be updates or patches available
from the downloads area. Go to www fortherecord.com/support

4 E-mail
Send your e-mail enquiries to support@fortherecord.com

4 Phone or Post

Asia Pacific, Europe, Middle East and Adrica Americas
Post to Pesst tos:

FTR Pty Lid FTR Lid
Box 1048 2901 North Central Avenue

Technology Park Suite 400
Bentley Phoenix, AZ 85012
Western Australia 6983
Telephone: Telephone:
TROG 00 38T (Australin only, toll free) BT 650 0958 (NA toll free)
51 & 94704366 (ALl others - charges apply)
Mote: You must have ik FTR support eo
w A oenss advanced knowledgebase articles or to have unrestricted aceess to the dowrloads area

w  Receive free technical support via phone or e-matl

ot @ support contract you may be charged svhen contacting us for support. To pure
srtherecord.com.

e A support conteact you can contact our sales department at:

When cortacting support services , please help us to help you.

Record the

stemn information available from the About box in any FTR program.
Provide details about your hardware and operating system
3

I

RBecord details of any error messages that appear on your sereen

*

Save

the applications event tog
Provide details about what you did prior to the error condition

Determine if the problem is an isolated incident or repeatable

Determine if any software changes have recently been implemented such as new programs installed

FE e S

if possible provide copies of associated recordings or log sheets
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GETTING STARTED

Installation

Refer to the Quick Setup Guide that accompanied this product, At some point vou may need to configure Player to suit your
requirements. See Configuring Plaver later in this guide.

Starting

You can start TheRecord Player from the Start menu or from the desktop.

To start Plaver:

1. Do one of the followir

#. From the deskiop, double-chick the Player icon * or
b Click Start, point to All Programs, then ForTheRecord and click TheRecord Player.

2. Observe that the program starts with an empty Player.

Fome ThonFBmasmralio

Motes When started for the
Player does not starl, You e

crens of the apreement you can continue. I not,
again.

also select an oplion to prevent the leense being displayed

Page 3
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Getting Help

There are four ways to get help,

$ Tutorial - contained on a separate CI that can be installed on your computer.
Ao TheRecord Player User's Guide - this is stored on your computer and requires Acrobat Reader.
A Om-line help - provides detailed descerniptions of the features of Player.

He What's This? help - provides instant sccess to help for information about each screen element.

Viewing TheRecord Player Tutorial

This tutorial g s you through the basic steps needed to open and play recordings. Y ou can run the tutorials from the CD or
from your local machine {(if you have mstalled them).

Fo run the TheRecord Playver tutorial from CD or to install the tatorial:

1. Place the The

2. Follow the imstructions on the screen to nstall or view the tutorials.

Yo view the tutorials from vour local machine:

above.

1. Install the tutorials. S¢
&, Click Start, point to A Programs, ForTheRecord, Tulorials and click Plaver.
. ¥ ,
Reading the User’s Guide
To read the Player User’s Guide vou need 1o have Acrobat Reader installed on your comyputer,
To read the user’s guide:
f.  Click Start, point to Al Programs, ForTheRecord and then User’s Guides.
2. Ulick Player,

Viewing On-line Help

stailed descriptions of all Player features and includes comprehensive step-by-step instructions.

The on-dine help provides

To start op-line help:

1. From the toolbar, click the Help button,

2. From the main TheRecord Player help window use the Contents tab to expand and contract the various books that deseribe
the program. Click on a relevant tople tw reveal the text in the right pane.

&, Use the Index tab to sean the help index for relevant topics,

&, Use the Search tab (o locate relevant topics based on key words,
Y
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Viewing What's This? Help

With What's This? Help you can get instant help for any screen component or dialog box option.

To access What’s This help:

1. From the main Player panel do one of the following:
@, Right click the component for which you want hélp and then click What's This? from the shortcut menu.
b, Ifthe Accessibility option is enabled tab to the component for which you require help and press F1

2. Prom any dialog box do one of the following:
a. Right click the component for which you want help and click What’s This? frorm the shorteut menu,

b, When a shortout menu is not available, click the What's This? help fcon 8% in the title bar and using the new What's
I'his peinter ¥? click the commponent for which you require help.

e Press TABR untll you highlight the component for which you require heldp and press 1.

About TheRecord Player

The About TheRecord Player diz
displayed. You can also access syske

displays the version, ForTheRecord and other third party copyri
1 information from the about box.

T'o display the About TheBecord dialog box:

i

ek the product Togo (SR

at the bottom right comer of the Player.
2. Towview system information click the System Info... button. To close the system information window, click File and Exit.

3. Click the OK button to close the About TheRecord Plaver dialog box,
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WORKING ENVIRONMENT

TheRecord Player

TheRecord Player can run in Normal or Compact View.

Normal View

The major Compon

Pisplay

Play Controls

l ‘ Foolbur

Audio Controls

Fant ThoTbaomed?

Logo

Toolbar

The toolbar consists of five buttons which are described in the following table,

Button

Description

Logo

Cick the lopo, at the bottom vight corner of the Player, to view the Abeut box and to ace

Properiies- Click this buiton to view and change properties.

Help ~ Click this button to open and view TheRecord Player Help.
$inirakee ~ Click this button (o pinimize the Player. A compact view of the Player appears in the taskbay
aned includes a basic set of controls. See Positioning and Sizing later m this guide,

Close — Chick this bution 1o quit the program,

Page 6
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Play Controls

The five play controls are d

soribed in the table below,

Button  Deseription

Crpae - Click this button to use Navigator for locating and opening ForTheRecord recordings

Moter You can open other vontent i required,

Save Copy As- Chidk this button 1o save a copy of the current tange to another location.

sanming skips back sl

Audio Controls

The Audio Controls consist of

=

A
.

Master Volume Shider - This sets the overall playback volume Tor all channels that switched on.

Channel Volume Sliders - Each channel has s own volume slider that sets the playback volume.

Channel Select Buttons - Hach chanpel can be turned off or on as required. This does not affect the recording,

Speed Shider - This sets the speed at which playback oocurs.

wed varies from half to double normal speed.

If ihe loaded content was not recorded as four channels then the redundant channel select buttons appear grey,

Channel Select Butions
Turn each-channel o o off

v Wolwme Slider
Controls the overall

playback volume Speed Slider

ayback spesd
which variés from half' to
double normal speed.

Channel Vohime Sliders
Clentirol the volume o
channel separately

ks
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Display

The Playe
playback.

Covdent Label
Includes the
Location Hame snd Date

Range Start Time -

Adjustment Buttons
Click to adust the
Range Slart Time

Dy Start Tick

Range Start Control Tab
Dieag to the required time

Current Play Time
Gontrot Tab

[rag to the reuired time

Blernent

ForTive ﬂ«wm;‘dw

Drisplay shows a graphical representation of the loaded audio and provides additional advanced controls for managing

Video Available Indicator Currend Play Time Adjustment Buttons

Hwideo is available, click this rrent postion Click fo adust the
won o apen the video window in the recording Currerd Play Time

Range End Timw
o

Adjustment Buttons
Click o adjust the
Range End Time

Dy End Tick

Rarge End Control Tab
Drag o the required fime

Session Tick
Indicates when recording
was stopped and started

Duration
Shows the total time
in the range

Play At Erd lndicator
For detalls, see the description
tater n this «

Deseription

Content Label

Current Play Time

Current Play Time control

Lab

Hange Start Time

Hanpe End Time

Range Duration

Video Available Indicaior

Play At End Indicator

Piay Stari and End teky

o Tieks

Indicates the Location MName and date of the current content.

Shows the curre
asgociated adpus

nf, position in the recording. ¥ ou can change the time by by entering a new time or by clicking the
rent buttons or by dragging the Current Play Time Control Tab.

this tab to change the Current Play Tiome.

tly enfering a new fime or by clicking the
aby.

splays the end tGme of a selected range. You can chan
sociated adjustment buttons or by dragging the Rang

iy entering a new time or by chicking the
Tab.

Displays the otal content in the range. Click this field to togple between time (huoes) and dis

s that video is available for the current content.

H shown, indicate: Click the icon to open the video window

The ste

wit, indicates that the curcent content is actively
rding in Progresy laler in this guide.

sreling. & of the ndicator vartes. Bee Playing a

Hawer over these ticks to reveal the start fime and end time of the curvent content.

Shows when the recording stopped and restarted.
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Compact View

When minimized, the Player is reduced to a Compact View in the taskbar. A basic set of controls is provided in Compact View,

e Cornpact View is ot 9

f able if the taskbar is docked vertioally ov at the top of the desktop. Be sure to dock the taskbar at the botiom of the
askiop be

clecting Compact View.
Coryent Play Thowe Channel Select Buttons Yideo Button
T ay shonws the ourrent Chick to twrn a channel on or off. Click this butfon to open
focation in the loaded audio. M\‘% They also indicate atibio Tovel, / and cloge the video window
g,

Play Button
hick this button to play
toaded conles.

Bestore Bulton
Click this bution to
returs 1o Mocmal View

Compact View

To switch to the Compact View:

1. From the Plaver Toolbar, click the Mindmiz button.

2. I Player is displaved as a normal mindrized taskbar button and not as the expected Compact View do the following.

.

v Maximize Player.

b area of the waskbar,

Jick a vaca

5

o From the shorteut menuy, point to Toolbars and click TheRecord Player.

d. Minimize Player.

To switeh to Normal View:

4 From Compact View in the taskbar, click the Restore & vutton.

Page ¢
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Positioning and Sizing

TheRecord Plaver has two sizes — Normal View and Compact View,

I Mormal View, the Player and Video screen are easily moved to another location on the desktop by positioning the mouse
pointer in any area that is noft a button or control then dragging to the required location.

To move, position pointer aver areas that do not contain a display or control and

then drag to the required posiion.

Normal View

Compact View the Player is displayed in the taskbar with a basic set of controls and cannot be r

d or positioned,

Compact Video window

Compact Player i

Compact View

Page 10
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CONFIGURING PLAYER

To optimize performarnce, configure Player properties and Navigator Search Folders.

Properties
The properties you can adjust in Player are doscribed in the table below.

Option Dreseription

Mono Plays all chansels of audio equally in both sides of the headset. Not available in this release,

Steres Channels play at a different volunses in each ear giving the wnpression thit each channel comes from a
different divection.

Ch2 Ch 3

Chi

Thl Chd

- hanned 4-Channel

Foot Control When releasing the foot control after playbe
Backspace

tok, the Current Play Time control tab will sutomatically
¢ by the pumdber of seconds Hsted in fhis box.

Global Shortenis

affect your other programs yms ey disable ihun as y!w bl shor tcmw ihw wrﬂ copbinge m wark if the
Player is the active program.

Accessibility sibility features enabling 1his option shows g foc
: M i ]

15 frame (o tab around every control to access

Tip: Pressi

Page 11
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To modify Player properties:
1. Click the Properties @ button

2. From the Properties dialog box click the required tab and choose the required options.

Global Shorbeuts

{¢|Enable global shorteuts:

Faot Cordrel Aecessibillity

[T Enable accessibilty features

Backspacs

3. Ulick OK.
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Navigator
TheRecord Navigator is a special folder in Windows Explorer that is located in M y{

TheRecord Player and TheRecord Annotator. You control what is displayed in Navi :

senputer. 1t is the default search location for
ar by adding Search Folders.

B

A typical scenario could be that recordings are archived o 4 shared folder on 1 dedicated server .o Wserver\ftrirecordings, Log
sheets are stored in another shared folder e.g. Vserverftr\logs. You wauld typreally add these folders to Navigator as
Recordings and Notes,

By adding these folders to Navigator and applying & user friendly name it is simple to locate and open recordings without knowing
the path to the storage location. Once added to Navigator, search folders are scanned and content that complies with the FT
ing convention is sorted and displayed in sub-folders.

File - iew - Bavortes - Tools Heim

e TR Navigator PecordingstWednesday, Spril 21, 2004%County Court 33

A FTR Media { by

Tugsday, June 24, 2003
Courby Court 3

Tugsday, June 17, 2003
Wesdnesday, January
Loy Shispts o

«
Folder View
The first level of subfolders under Navigator are Search Folders, which point to locations that contain FTR content and are user
defined (see Creating a Search Folder later in this section). The order in which Search Folders are displayed in Navigator is also

user defined.

Note: Search Folder replace Search Paths that were used in the FTR Gold product family.

Onee a Search Folder is created and expanded only content that complies with the FTR file naming convention is displayed in the
following folder structure:

Search Folder:  This is a user defined name that points to a storage location.
Date Folder:  If FTR compliant content is found in the search folder it is sorted and displayed by creation date.

Location Folder: ITFTR compliant media is found in the date folder it is sorted and displayed by location name.

List View

Yhe

e pane. When you select the location
{-trm} or FTR Aundio (wav) the whole days

e
-4
o
.
N
A
&

© present in the Search Folder (or sub-folders) they ace also listed as FTR Log Sheets (fls). Thes

e displaved in

2
-
=
=
=
]
e
£
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Creating a Search Folder

When {irst installed Navigator is emptly. In most cases Search Folders are set up by the 1T support staff at installation time.
However vou may wish to add your own,

Typical Search Folders to create include:

A The network location to which recordings are copied from each Recorder.

4 The Recordings Folder for a Recorder.

He Your local CDROM.

d- The network Tolder in which Annotator lo g shects are saved
There are two ways to create a Search Folder:

e Create a new folder using the New Search Folder Wizard or

4 Add an existing folder to Navigator directly from Explorer

Ta ereate a Search Folder using the wizard:

1. Right click Start and click Explorer.

2. In folder view select Navigator.

3. Inthe right pane, right click in a vacant area.

&, From the shortcut mena click New Search Folder

Mew Search Folder
Srrange Search Folders

§.  From the Search Folder Path dialog box enter the path to the required folder or click Brewse and navigate to the required
folder. When the folder is entered/selected click Nexd.

Search Folder Path

A e paid bo the deivsfolder o dick Browe
st vecuired fokder

Ve E

{ Bk > % Cancel %
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6. From the Search Folder Name dialog box enter a user friendly name and click Next.

Baarch Folder Mane

Yourcan specly & Search Folded aame, whidn
s i Navigator.

arch Folder inthe required order

7. From the Search Order dialog box click the up and down buttons to position the new §
and click Finish.

liek the i and deiven bt eoris by posibion Saarch
Foldad i the dse voumant then ol

Lander 6F Beaech Fovders:

4”\':} You can alse change the Search Order from the Navigator shorieut mena, Right click N avigator and click Arrange Search Folders,

To add an existing folder to Navigator:

1. Using Windows Explorer locate and right click the folder you wish to add to Navi gator,
2. From the shorteut menu click Add as FTR Navigator Search Folder.
3. From the Search Folder Name dialog box enter a user friendly name and click OK.

4. FProm the Search Order dialog box click the up and down buttons to position the new Search Folder in the required order
and click Finish.

Page 15




FortThe Rumwwﬂm

Sound Card Settings
I you are not satisfied with playback levels you may need to malke adjustments (o vour sound card.

Using the vendor program for your sound card set the Wave Out device and Master Volume (0 75%. Open a recording and
playback. If the levels are still not suitable then re-adjust the sound card as required

Foot Control

You can use the optional FTR USB foot control with Player. Be sure to connect the foot control before starting the program. 1T
the foot control is connected later then quit Plaver and re-start.

Page 16
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PLAYING

Opening Recordings

TheRecord Navigator to find content that complies with the F

When opening recordir R file naming convention.

Recordings created with FTR Reporter and TheRecord Recorder are examples of complying content. You can also open
recordi that do not comply.

To open an FIR compliant recording:

button.

1 the Player click the Ope

Lo

s Navigator as the starting location for finding recordings. Double-click the required
s and Location folders until you reveal a content type. FTR Gold content is listed as FTR Audio
rd content is lsted as FTR Media (trm)

2. By defaultt
bt h Folder
T whike |

Filescibypes © FTH Media Files " b wasv)

3. When the required content is revealed select it and click Cipen,

W

Create New Folder bution only wvailable if you have Mavigator showing in the Look In box. Click this button (o cres

Soker The
o 6‘ y

Se

&

Fage 17
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To open other recordings:

1. From the Player click the 524 button.
4. From the Open dialog box., expand the Leok in list box and select the drive or network location YOu reguire.

3. Use standard Windows navigation procedures to locate the folder and media file to open.

Note: This procedure can be used to play any muttimedia files for which the required CODECs are installed

Page 18
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Playing an Existing Recording

The procedure for playing an existing recording describes keyboard and foot control use.

To play:
1. Open the required recording. See Opening Recordings in the previous section,
2. Doone of the following:

a. Click the Play button B or

b. Press the play switch on the optional foot contral

3. Tostop playing do one of the following:

a.  Click the Play button LAt or

b. Release the play switch on the foot control.

Note: When using the foot control, stopping cavses the current play time to jump back by the amount specified in Properties.

Page 19
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Playing a Recording in Progress

When playing a recording that s in progress an additional indicator and button is provided.

When playing the most recently available content, the Al End indicator is displayed at the bottom right corner of the display. If
you choose to play at some other time, then the indicator changes to show that you are playing Away From End. The Play At

End button 1s also made available.

At End
1 18 i0hicates thad you are playing the
latest avalable content.

Bway From End

This indicates thal you are nol
listening to the latest available
content.

Play Af End Button
Chick this button to retum 1o the latest avallable audio

To play a recording that is in progress:

1. Open the required rew

wding. See Opening Recordings in the previous section.
2. Do one of the following:

a. Click the Play button B8 or press the play switch on the optional foot control to play from the be
or

ning of the recording

b, Inthe display area, click the Play At End & button to play the latest available recording.

{O Tip: The keyboard shortont for Play Al End is ALT+END

3. To stop playing do one of the {ollowing:

a. Click the Play button Kl again or

b, Release the play switch on the foot control.
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Locating a Play Time

There are five w

to set the position of the Current Play Time vontrol tab.

4~ Using the Scan Forward and Scan Back butions.

He Using the adjustment buttons for the Currem P lay Time

4~ Dragging the Current Play Time control tab

#- Directly entering a known time

- Using the optional foot control

Scanning

You can scan forwards and backwards in the recording 1o locale the required time. Click to start seanning and click again 1o stop
seanning.,

To scan:

1.

2.

Do the followi

a. Toscan forward, ¢l
mkervals and plays

ke the Scan i«mwani hmmnw The cwrent play thoe control tab e»lqm forward at 3 second
for 1 second. This process is contingous untit you click the buttor again or click Play.

b. To scan backwards, click the Sean Forward button B8 The current play time control tab skips backward at 5 second
intervals and plays for 1 second. This process is continuous until you ¢lick the bution again or click Play.

Toresume normal playing click the Play button.

Using the Adjustment Buttons

Wove time forward

Adjustment Butions
Click these buttons o mave the
Current Play Time control tab

Move time back

To use the adjustment buttons:

1.

To advance the play time, click the upper button.

Tomove back, click the lower button,

Mote: The speed at which the Current Hay Time condrol moves noreases the longer an adjustment button s ohicked.
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Dragging the Control Tab

Lurrend Play Time Condrol Tab
Click and drag to the required time

To drag the control taly

1. Toadvance the play time, drag the Carrent Play Time control tab to the rig

£, To move back drag the Carrent Play Time control tab 1o the left

Directly Entering a Time

Phe Cuorrent Play Time can be directly edited.

Current Play Time
Directly enter a fime.

To directly enter a time:

Click the required time field in the Current Play Time display. For example, click the hours field if you wish to change the
hour of playback.

’u;} Fipr The keyboard shortout for selecting the hours field of the Current Flay Time Display s ALT+1

Enter the reguired nuniber.

e digit and move to the next time component using the cursor

{TVT‘ Tips For mngle digil times enter a zero first, Alternatively enter the sing

45 you complete a time Held the cursor antomatically moves right to the next time compenent of the Current Play Time
display. Press ENTER at any time to confirm and complete the tagk. Otherwise, the last seconds digit is entered the
time 15 sutomatically checked and accepted if valid.

Meter The resulting
that ocour befors ¢

tisplay tirne way differ from the time you enter. Thiswill oceur if the time vou enfer is invalid, Tnvalid tim
v start timne, after the day end time or during s break wy recording,

e those
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Using the Optional Foot Control

The foot controf provides another way to locate a time.

To locate a time using the foot control:

1. Do one of the following:

a, - To move forward press the forward switch on the foot control. - As long ag you press the forward switch you will skip
forward at 3 second intervals and play 1 second.

b. Tomove back press the back switch on the foot control. -As long as you press the back switch you will skip forward at 3
second intervals and play 1 second.

2. Toresume playing, release the forward/back switch and press the play switch.

Setting the Volume and Speed

an be set and the overall volume adjusted separately using the Master Volume Shider. 1t is
at if your playback levels are distorted, adjust the channel volumes. Once distortion is eliminated, adjust the
he required level,

You can also set the overall play speed which ranges frons o half to double normal play speed.

Master Volume Slider
Drag in the required volume.

Speed Slider
Divag o the reguired speed

Channel Volume Sliders
Drag to the reruired volume

To set the volume and speed:
1. Stant playing.

2. Do the followi

a, Tosel a channel volurne, drag the required Chapmel Volume stider.
b. To set the overall volume, drag the Master Volume slider.

¢. Toset the play speed, drag the Speed slider.

Note: Speed

adjustiment is not available when you playing at end in a recording that is currently in Prograss.
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Selecting Channels

I you are playing
Kevboard and mouse actions differ when using the Channel Select buttons.

In addition to isolating channels, you can control the volume of individual channels.

Channel Select Buttons
Click to ture channels on or
off

N Channel Select Blanks
Two channets blanked

because recording is only
Z-channel

Using the Mouse

Use the mouse to turn channels on or off as required.

To switch channels on or off:
4. Click a channel that is on to turn it off. No other channels are atfected.

2. Click a channel that is off to tum it on. No other channels are atfected.

Using the keyboard

Using kevboard shortouts has a different outcome de
selec emains on while all other channels are sw

i,

ForThe manuvdw

arecording with two or more channels 1t ig often helpful to 1solate one channel or turn off unwanted channels.

pending on the state of the channel when selected. If a channel is on when
itched off. This provides a quick way to isolate a single channel. 1 a

chanmel 15 off when selected, it is switched on withowt affecting other channels. The channel select keyboard shorteuts are CTRIA

1,2, 3and 4. To turn on all channels use CTREA 5

Toisolate a chanuel
1. Il the required channel is off press the keyboard shorteut to switch it on,

2. Press the keyboard shortout to switch off all other channels,

To swap to another isolated channel

1. Press the kevboard shorteut for the new channel. This turps the channel on without affecting other channels.

2. Press the same keyboard shorteut to switch off all other channels

To select a combination

1. Press the kevboard shorteut for one of the required channels. The channel must be on.

the kevboard shortcuts for the additional required channels,
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Selecting a Range

With Player you can select a range of the loaded audio with which to'work, This is useful when you have @ specific start and end
time that is of interest and you don’t want to listen to anything outside the range. It is also il when you wish to save a range
for distribution to others.

The illustration below shows the key components used when defining a range.

Range Start Time Range End Time
Adjustment Buttons Adjustment Buttons
Click o adjust the Chick fo adjust the
Range Start Time . . Rafge End Time
Range Start Control Tab Range End Control Tab

Drag o the recgired ime D to e recpiived time

There ave Tour ways to select a range:

& Usi

g the adjustiment buttons
Using the Current Play Time

4 Dragging the control tabs

Directly entering tirmes

Using the Adjustment Buttons

Use the adjustment buttons o move the range control tabs and set new start and end times.

MNoter The range adjustment battons are not available when plaving at end ina recording that is curcently in progress.

To wse the adjustrment buttons:

1. Tomove time for

rd the play time click the right button

2. Tomove time back click the left buiton.

Note: The speed at which the range control tabs mevve increases the fonger an adjustment button is chicked.

Using the Current Play Time

You can set the Current Play Time to be the Range End or Start time.

To set the Range Start or End time to the Current Play Time:

lay until you reach the required time.

£, Double-click the Range Start or End Time.




ForTheRecord'

Dragging the Range Control Tabs

Use the range condrol tabs to set new start and end times.

To drag the control tal:
1. Drag either range contral tab right to advance the time.

2. Drag either range control tab lefl to move back.

Directly Entering a Time

The Start and Eod Range Times can be directly edited.

To directly enter a time:

1. Click the required time field in the Range display. For example, click the hours field if you wish to change the hour of

playback.

2. Enter the required number,

M you complete a time fleld the cursor automatically moves right to the next time component of the Range display. Press
Roat any time to confirm and complete the task. Otherwise, after the last seconds digit is entered the time
aum;mm ally checked and accepted if valid.

v Tip: To set either range time to the curent play time double click the required range display.

Tips and Tricks

The following table outlines several helpful tips for changing a selected range.

Auvtion Description
Double-clicking the Range Start Time Display Seta the Range Start Time to the Corrent Play Time.
Drouble-clicl Tmng fhue Range Eod Time Display Sets the Range End Time to the Current Play Time.

S op Move entire range back or forward
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SAVING A COPY

You can save a copy of the currently loaded recording to another location. This is particularly useful when you wish to distribute
a small portion of the recording (a range) 1o other parties.

To save a copy:

1. Ifrequired select a range. See the previous section.

2. Click Save Copy As =

3. Fromthe Save Copy As tab enter the path 1o the required save location or ¢

ik Browse to locate the required location,

 Save Selected Content

| Browse, .

Current Format

| Save | Cancel }

4. Choose the type as heRecord (delauity or FTR Gold.

5., Click Save,
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APPENDIX A: USING KEYBOARD SHORTCUTS

and are
you are currently using.

Common Controls
To

Press

#Kelect Mormal or Compact view

ays On Top CGopgle key)

YView properties

Exit program

Play Controls

To

CTRIAALT+Y
CTRLAT
ALT+ENTER
ALT+F4

Press

Play

Stop

Sean back
Scun forwurd
Oypen avdio

Bave audio

“Inerease/Decrease masler volume

Inerease/Decrense play spead

F2

F3

¥4

¥3

CTRL + F6
CTRL + §
CTRL+ T o d
SHIFT + Tord

following kevboard shorteuts are available in Normal View. Available keybuard shorteuts in Compact View are restricted
indicated with an asterisk (*). Compact View keys are also global, which means they operate regardless of the program
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hsplay Controls

To Fross

Move curent play time tab Teft or right SHIPT 4 v 0 2
CTRE A+ e oo s
Mowve range ened tiroe tab Left or vight AUT 4 e 0F »ir
Meowe selected mydio range left or vight CTRL -+ ALT 4t 0

Miove Carrent Playtime to end of day. This sebomalse ALT + END
roovies thie Range Eod time tothe eid ol the dav.

Move range siart tiene tab loft or

Move Current Playtime to end of range CTRLAEND

Editing Thme Displays

To Fross

Select current play time display ALT + 1

Select rangpe starl time ALT + 2

Select vange end time display

Tncrement or decrement the time field

4 thme digplay selection
AN or PM (topple key)

2} entry

pt entry

Channel Controls

T Press

*Channel 1 action ** CTRL + 1
*Chaoned 2 action *¥ CTRL 9
M hmmel 3 action #* CTRE + 3
*hannel 4 action ** CTRY, + 4

4
¥luen all chaonels on ¥ CTREL +§

Also available in Compact View

F The outcome of channel control action will vary depending on the cwrrent state of the channel. 1f the channel is on, it will
Cway o isolate a channel, which is a typical

remain on while all other channels are switched off. This action provides a quic
requirement during transcription. I the channel is off, it is switched on without affecting any other channels, This action
provides a way to select different combinations of channels.
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Digital Cowrt Recording Software

FA32 WEST PEORIA AVENUE
BUILDING 14, SUITE 1245
PHOENIX, ARIZONA 85024

B00/646-0058, 602/650-0958
FAX} 602/385-4990
INFO@FTR.ORG, WWW.FTR.ORG

Diecernber 6, 2004

§, BusComm, Inc. 156 Weldon
Parkway Maryland Heights,
MO 63043

Sheila,

This is in response to your inquiries regarding the Operational Bandwidth of a courtroom
recording system running FTR Rrﬁ:pmmrm, Since the answer to your question depends on the
configuration elected by the customer, the table below provides the Operational Bandwidth in
relation to its pertinent variables.

Bandwidth, as relates to FIR Rermm:rm% is measured in kilobits-per-second (kbps), referring to the
transfer rate of data through the recording computer systems or over the local area network.
Computer system bandwidth or network bandwidth are occupied by FTR data (recorded audio files)
whenever the system is recording or archiving and when a user listens to the audio playback. This
bandwidth consumption remains relatively constant, given that the rate of recording and archiving 1s
real-time, as is the playback in most cases. The Operational Bandw idth of FTR Reporter™ is parallel
io the Bit Rate of the record function. The Bit Rate is the rate of the data creation, usually on a hard
disk.

abile 1 , i
Format sample rate  bit rate

eporter 2.x, or optimized for Quality MPEG-2 AAC, Quad 22050 Hz 48 kbps
Reporter 2.x., optimized for Storage MPEG-2 AAC, Quad 22050 Hz 32 kbps
TheRecord Reporter 3.x optimized for Quality MPEG-2 AAC, 22050 Hz 48 kbps
TheRecord Reporter optimized for Storage MPEG-2 AAC, 22080 Hz 32 kbps

For Table 1, I've assumed a four-channel requirement. For example, a courtroom recording system
running FTR Reporter™, 2.1, optimized for quality, will create the audio files on the hard drive at a
rate of 96 kbps. If this system is configured to simultaneously archive the audio in a network share
point, the transfer rate over the network will be rou ghly the same. You must allow for some
fluctuation in the network flow, and 25% overhead will be more than sufficient.

For information about audio bandwidth of soundcards used by FTR to capture it audio please refer to
http://www.m-audio.com/products/en us/Deltad4-focus.html for information on the Delta 44 or
hitp://www.antex.com/support/ManualsDocumentation/ chapter3.pdf for the Antex LX 44 or FTR
DMX 8 mixer

Craig Casey
FTR Sales Engineer

Digital Cowre Recovrding Software




Model SM63 User Guide

MODELS SM63, SM63L, AND SME3LB
DYNAMIC MICROPHONES

Elegant, yet rugged, the high output SME3 series dynarmic
omnidirectional microphones are designed for professional
applications where performance and appearance are oritical.
Their smooth, wide frequency response is tailored for optimum
speach intelligibility, and includes a controfled low-frequency
rolioff for reduced pickup of stand and wind noise. A buiit-in
hurmbucking coll makes the microphones virtually immune 1o
strong hum fields, such as those produced by studio lightirg.

The three models differ only in length and color. The cham-
pagne-finished SM63 is designed for hand-held use on stage
and in broadcast, recording, and television studios. The
champagne-finished SM63L and the black-finished SME3LE
are ideal for remote interviews, sports broadcasts, and other
situations where longer microphones are desirable.

All three models use g patented Shure shook mount sys-
tern to minimize handling noise. They also include a VERA-
FLEX™ grille that protects against damage from a drop of up
to 2 meters (6 ft.), and is impervious to dents, rust, corrosion,
and moisture. An integral pop filter effectively reduces
preath noise. The SMEL and SMB3LE indude a two-stage
windscreen accessory designed for outdoor use. All models
are supplied with a stand adapter and zippered storage bag.
Cables are available separately.

Features

o High output, low impedance

s 80 to 20,000 Hz frequency response tailored for optimum
speach intelligibility

o Low-frequency rolloff and built-in shock mount for reduced
pickup of handling noise and stand vibration

o Humbucking coil for virtual immunity to strong electromag-
netic hum fields

« Exceptionally rugged VERAFLEX™ grille that resists
damage from drops, and is immune to rust, corrosion, and
maoisture

« Built-in pop filter that suppresses breath and wind noise

o Accessory windscreen supplied with SME3L and SME3LE
for outdoor use under adverse wind conditions

» Excellent balance and feel for hand-held use
« Supplied snap-in stand adapter

+ Sleek, handsome appearance looks good ob stage, screen,
and television

SPECIFICATIONS

Type
Dynamic
Frequency Response
80 to 20,000 Hz (see Figure 1)

a Il
’ 40 i :
o0 g
oo g =
10 vl EM
F it 100 FO00 OO0 ,;m
Hz
TYPICAL FREQUENCY RESPONSE
FIGURE 1
Polar Pattern
Omnidirectional
impedance (at 1,000 Hz)

Rated at 150 ohms (298 ohms actual)

Cutput Level {at 1,000 Hz)
~56.5 dBV/Pa (1.5 mV)
{1 Pa= 94 dB SPL)

Hum Pickup {typical at 60 Hz)
21 dB equivalent SPL in a 1 millioersted field

c € Frrisded in WS A




Polarity ”
Positive pressure produces positive voltage on pin 2
relative to pin 3 (Bea Figure 2)

CARTRIDGE FRUMBIUCKING THEEE-PI

(¥4 8 PROFESSIONAL
F\rﬂm% ALOI CONNHECTOR
YELLOW i
B
BLACK ‘
INTERNAL CONNECTIONS
FIGURE 2

Shock Mount
Patented internal vibration isolator
Btand Adapter

Snap-in, positive action, adjustable through 80° from
verfical to horizontal, suitable for mounting on stand with
Sty"-27 thread

Case
BME3, BMB3L: Champagne finish aluminum with
VERAFLEX™ grille
SMBALE: Black finish aluminum with VERAFLEX™ grille
Dimensions
Bee Figure 3

\ T
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SR, SMBILE 239 mim
T T

OVERALL DIMENSIONS
FIGURE 3

Net Weight (less cable)
SMB3E: 99 grams (3.50 oz}
SME3L, SMB3LE: 124 grams (4.3 02)
Packaged Weight
SMB3: 86T grams (1 1b 4 oz)
SMEIL, SME3LE: BYS grams (1 1b § oz)
Certifications
Eligible to bear CE Marking, Conforms to European EMC
Directive 89/336/EEC. Maets applicable tests and perfor-
mance criteria in European Standard ENS5103 (1996)

parts 1 and 2, for residential (E1) and light industrial (E£2)
anvironments.

ARCHITECTS' SPECIFICATIONS

The microphone shall be a moving coll {dynamic) type with
a frequency response of 80 to 20,000 Hz. The unit shall have
an omnidirectional polar characteristic. The microphone
shall have a rating impedance of 150 ohms.

The microphone outpul shall be ~56.5 dB whare 0 dB
equals 1 milliwalt per 10 microbars.

The microphone shall be provided with & swivel adapter
adjustable through 90° from vertical to horizontal. The mi-
wrophone swivel adapter shall permit the microphone to be
placed into and removed from the adapter with a smooth
snap-in movement, The adapter will be equipped with a
5/y"-27 thread for mounting on a standard microphone stand
fitting.

The overall dimensions of the microphone shall be 144.5
mm (5-14g in.) or 233 mm (9-3/44 in.) in length and 33 mm
{1-Y4 in) in diameter,

The microphone shall be the Shure Model SMEB3, SME3L,
SME3LE, or squivalent,

FURNISHED ACCESSORIES

Swivel Adapter ... ... ... R Y4
Brown Windscreen (SME3L) . .. .. e RKZ29WS
Black Windscreen (SMB3LEBY ... ... .. ..., 494130
Carrying/Storage Bag ... ... e e 26A13
COPTIONAL ACCESSORIES

Desk Stand ... ... ... .. ... . SETA, B384
lsolationMount .. ... .. L ASAM
Brown Windscreen (SMB3) .. .......... ... .. RK220WS
TRIPLE-FLEXY Cable and Plug (76 m, 251ty .... C25F
REPLACEMENT PARTS

Cartridge . .......... e e . R
Replacement Grille (SMB3) ... .. ... ... . ... RK366
Replacement Grille (SMB3Ly . ............ e RK367
Replacement Grille (SMB3LE)Y .. ... .. ........ RK368
PlugElement ............... e e RK152P

For additionat service or parts information, please contact
Shure's Service Department at 1-800--516-2525, Outside
the United States, please contact your authorized Shure
Service Center.




Microflex® MX400D Series
Desktop Microphones User Guide

GENERAL

Shure Microflex® MX400D Sedes microphones are miniature
glectret condenser gooseneck micophonies with - deskiop base
and attached 3 m (approximately10 ft cable. The deskiop base al-
fows these microptonas 1o be used In mulfi-purpose moms where
quick set-up & required, orwhere permanent installation s impracti-
cal,

FEATURES

s Wide dynamic range and frequericy response for accurate
sound reproduction across the audio spectrum

» Interchangeable cartridpes provide the right polar patlern
for any application

s Balanced, transformeriess output for increased Imimunity to
rise over long cable runs
Programmable ordoff switch and LED on/off indicator

a Logic input and output terminals for remote control or use
with aufornatic microphone mixers

& Snap-it foam windscreen

MODEL VARIATIONS

o MX412D: 304.8 mm (12 in) deskiop mink-condenser,
gooseneck-mounted microphone.

&« MX418D: 457.2 mm (18 In) desktop mink-condenser, goose-
neck-mounted mictophone.

SELECTING A POLAR PATTERN

All Microflex microphones are available with any one of three
inferchangeable cartridges. - The polar pattern of the' cartridge is
Indicated by the model number suffic

0 = Cardioid, /8 = Supercardioid, fO= Omnidirectional

Cardioid {C). Recommendad for general sound reinforcement
applications, Pickup angle (-3 dB) = 130°,

Supercardiold {8). Recommended for sound reinforcement
applications requiting narrower or more distant coverage. Plickup
argle (-3 dB) = 115°,

Omnidirectional {0). Recommended for recording of remole
ronitoring applications. Pickup angle = 360°.

P00, Shure Incorporated
FTEZ83L (AL

GENERAL INSTALLATION GUIDELINES

1, Alm the microphone toward the desired sound source,
such as the talker, and away from any unwanted sound
source, such as a loudspeaker,

2. Place the mictophone cartridge within 1510 30 em (6 to 12
ir.) of the desired sound source.

3. Always use the supplied windscreen or the optional metal
windscreen to control breath noise.

4. I four or mave microphones will be on at the same time, use
of an automatic mixer, such as the Shure SCMB10 or
FP410, is recommendad to minimize feedback and noise.

MICROPHONE INSTALLATION

Securing a Microphone to a Mounting Surface (Figurs 1)

4. install two No. 6 wood screws, 50.8 mim (2 in.) apard, on the
maounting sutface.

2. Place the key holes over the screw heads and push the mi-
crophons into position. Adjust the height of the screws as
necessaty lo secure the microphone.

installing the Foam Windscreen (Figure 2)

1. Press the foam windscreen onto the microphone until it
snaps into the groove located below the cartridge.

2. Toremove the windscreen, spread the slot in s mounting
ting with & screwdriver or thumbnail and pull the windscreen
off carefully.

INTERNAL DIP SWITCH FUNCTIONS

Al WMIX4000D models have intemal DIP switches that allow the
user o program the OnOIf switch for a varety of applications. To
gain access 1o the DIP swifches, remove the boltom plate.

LOGIC TERMINAL DEFINITIONS

LOGIC GND Terminal: Connects & the logle ground of an auto-
matic mixer, switcher, or other equipment. Can be modified to pre-
verd ground loops. Refer to the Logic Modifications paragraph,

SWITCH OUT Terminal: Provides a TTL logle low {0 Vdg)
whien the membrane switch is pressed. Provides TTL logie high

{5 Vde) otherwise. This signal is available at all times for all

switch settings. The Switch Out function provides momentary

closure when 51 is Off and latching closure when it is On.

LOGIC MODIFICATIONS

isolating Logic Ground from Audio Ground (Figure 6)

1. Remove jumper R40 from the top of the circult board,

2 Make sure LOGIC GND terminal connects fo the ogle ground
of the automatic mixer, switcher, or other equipment,

Changing SWITCH OUT  Terminal to

Independent of 1 position. (Figure 6}

To acoommodate interface equipment requiring momentary
dosure of the microphone (even when the desired microphone
function is latehing onfoff), proceed as follows:

1. Remove R45 from the top of the circult board.
7. Reinstall R45 at location R46 on the top of the clireult board.

Momentary,

c 6 Printad in Mexico




Custom Switch Modifications

REPLACEMENT PARTS AND ACCESSORIES

54 is available for custom logic modifications. When 54 is in Snap-Fit Foam Windscreen (4 perpkg.) ....... RK412WS
the ON position, pad W4 is connected to pad WS5. Foam Ball Windscreen . ....................... ADOWS
' Locking Metal Windsoreen ... ... ... ..... AL1ZMWE
) , Replacement 3m (10 XLR Cable ............... G120
SHURE, the Shure logo, and MICROFLEX are registered trade- Custom Logic Cable (specity length} . .......... 15A523/1
marks of Shure Incorporated. Ormnidirectional Cartridge . ..................... R1838
Supercardioid Cartridge . ... .. ... . oL R184B
Cardiold Cartridge ... ... ool RrRi858
Base Plale Bumpers .. .......... ... coovvuuee BOABOS3A
DESIRED MICROPHONE FUNCTION USER ACTION/LED DISPLAY DIP SWITCH SETTINGS
Push to Mute (As Shipped) Press and hold switch to lemporarily mute micro- &1 = OFF
phone; releass switch to unmute 82 = OFF
LED turns on when microphone is active 54 = OFF
Push to Talk Press and hold switch o activate microphone; re- 851 = OFF
lease switch o mute B2 = ON
LED turns on when microphone is aclive 83 = OFF
Push On/Push Off Press switch to loggle microphione on or off 81 = ON,
LED tuens on when microphone s aclive §2 = ON for ruted initial state
52 = OFF for axtive initial state
83 = OFF
Switch Deactivated, Mic Always Active No action, LED Always OFF 53 = ON
‘Gwitch Deactivated, Mic Always Active Short LED IN terminal to LOGIC GROUND terminal [ 83 = ON
LED Always ON
Automatic Mixer Mode i 51=0FF, SWITCH OUT signal will be momentanly | $1 = ON or OFF
kogic low when switch is pressed 3= 0ON

channel is gated on

if S1=0N, SWITCH OUT signal will be latching logic
low when switch is pressed

Cornect SWITCH OUT signal to vardous logic inputs
of automatic mixer for custom funclions

Connect mixer channel GATE OUT b microphone
LED IN. LED on microphone tums on when its

SPECIFICATIONS

Frequency Response {fiyure 3)
50 to 17,000 Hz

Polar Patlern {figure 4)

Output Impedance {at 1,000 Hz)
Rated at 150 0 (180 O actual)

Upen Clroult Sensitivity
ALY Kz, ref. 1V per Pascal”
Cardiold: «33.5 dBV {(21.1 mV}
Bupercardiold:  -32.5 dBV (23.7 mV)
Ommidirectional; -28.0 4BV (398 mV)

“ 4 Paserisgd 98 5PL
Maximum SPL (1kMz at 1% THD, 1 k() load)
Cardioid: 123.0 dB

Supsroardiold;  122.0 dB
Omnidirectional: 117.6 dB

Equivalent Output Hoise (Aweighted)
Cardiold: 29.0 dB 5PL
Bupercardioid:  28.0 4B SPL
Cmnidirectional; 70.5 JdB SPL

Signal to Noise Ratio {referenced at 94 dB SPL)
Cardioid: £5.0 4B
Supercardioid: 6.0 dB
Omnidirectional; 70.5 4B

Dynamic Range with 1 k8 load
84.0 dB

Common Mode Rejoection
A5 0 dB mdnimurm

Mute Switch Attenuation
50.0 dB minimum
Preamplifier Output Clipping Level (1% THD)
~6.0 dBV {0.5 V)
Polarity
Positive sound pressure on diaphram produces positive
woltage on pin 2 relative to pin 3 of XLR output conneclor.
Power Requirements
11 to 52 Vde phantom, 2.0 mA
Environmental Requirements
Operating Temperature Range: ~18° o 57° C (0¥ o 135° F)
Redative Humidity: O to 95%
Dimenslons (figure 53

Welght

MX412D: 0.81 kg (180 Ibs) nel, 1863 kg (362 Ibs)
packaged
MX4180: 0.82 kg (1.82 bs)) net, 164 kg (3.64 lbs}
packaged

Cable Type (figure 7)
The attached custom cable conlaing a shislded audio pair
and three unshielded conductors for logic control,
Cwerall diameter=0.6 mm (0,165 in.)

Certification
Eligible to bear CE Marking. Conforms to European EMC
Directive BY/336/EEC. Meels applicable tests and perfor-
mance criteria in European Standard ENS5103 (1996) parts
1 and 2, for residential (E1) and lght industrial (E2)
environments,




Microflex® MX300 Series User Guide
Boundary Microphones

GENERAL

Shure Microflex® MX300 Series mictophones are surface-
mounted electret condenser microphones designed primarily
for mounting on conference tables, stage floors, and lecterns.
Their high sensitivity and wide frequency range make them
especially suitable for picking up speech and vocals in sound
reirforcement and recording applications,  Interchangeable
cartridges provide the installer with greater flexibility and make
it possible to easily reconfigure microphone coverage as the
need arses. The MX392 and MX393 models include an inter-
nal preamplifie.

MX300 Series microphones take advantage of the princi-
ple that, at a barrier or boundary, the sound pressure level
doubles. When placed near a sufficiently large boundary
surface, the microphone has 6 dB higher sensitivity and ap-
proximately 3 dB greater direct-to-reverberant sound ratio.
FEATURES

« Flat frequency response across the vocal range for

uncolored sound

« Interchangeable cardioid, supercardioid, and omnidi-

rectional cartridges that provide choices for applications
 Slesk, low-profile design for unoblrusive appearance

+ Balanced transformeriess output for increased imrmunity

to roise over long cable runs

« Low susceptibility to electromagnetic hum and RFI

s Programmable onloff switch and LED onloff indicator

» Logic nputioutput terminals for remote control or use with

automatic mixers (MX392 models only)

MODEL VARIATIONS

o« MX392 Models: Surface-mount microphone; in-
cludes a programmable membrane on/off switch, log-
ic input/output terminals, an on/off indicator LED,
sorew  terminal - connections, and altached
unterminated cable.

« MX393 Models: Surface-mount microphone; in-
cludes a programmable membrane on/off switch, an
on/off indicator LED, and a miniature, four pin connec-
tar.

Selecting a Cartridge

All Microflex® microphones are available with any one of
three interchangeable cariridges. The polar pattern of the
original cartridge used in a particular microphone is
indicated by the model number suffix:

C = Cardioid, S = Supercardioid, O= Omnidirectional

Cardioid {C). Recommended for general sound rein-
forcement applications, Pickup angle (-3 dB) = 130°.

Supercardioid (8). Recommended for sound reinforce-
ment applications requiring narrow or more distant cover-
age. Pickup angle (-3 dB) = 115°.

Omnidirectional (0} Recommended for recording or
remote monitoring applications, Pickup angle (-3 dB) =
360°,

MICROPHONE PLACEMENT

To maintain the flattest possible low-frequency re-
sponse and optimum rejection of background noise, place
the microphone on a flat surface that is as large as pos-
sible, The surface can be a floor, table, or lectern.

NOTE: Avold locating microphones near reflective sur-
faces other than the boundary surface {L.e., beveled sides
of pulpits or overhanging shelves). Failure to do so will re-
sult in increased levels of reverberant sound.

MICROPHONE APPLICATION AND SELECTION GUIDE

Application

Mounting Surface

Sourd reinforcerment for
speech and vocals

Lectem, pulpit, stage floor, or
conference table

Recording or rermiols moni-
foring of speech and vocals

tectem, pulplt, stage floor, or
conference table

Yideo conferencing of
corrputer telaphony

Laescturn, pulpit, stage floor, or

L conference fable

Microphone to Cable Output Polar Pattern Microfiex®
Cable Connector Connector Model
Hard Wired Hard Wired Cardioid MX392/C
Hard Wired Hard Wired Supercardioid MINIQS
TA4F LR Cardioid MX3I93/C
TALF KLR Supercardioid BMX3G3S
Hard Wired Hard Wired Ornnddirectional BX3G2/0
TA4F LR Orrpidirectional MX393/0
Hardwired TAAF Cardiold BMX3G2CT

GO0, Shure Incorporated
STEIEI4 (AM)

c e Printed in Mexico




SPECIFICATIONS

All measurements taken with microphons mounted on a
wonden surface 762 cm 76,2 om (30 in. x 30 in ).
Frequency Response (Figure 7)

50 to 17,000 Hz

Polar Pattern (Figure 8)

Cardioid (MX392/C, MX383%/C)

Supercardioid (MX392/5, MX383/5)

Ormidirectional (MX382/0, MX393%/0)

Output impedance
EiA Rated at 150 0 (180 £ actual)

Bensitivity (at 1 kHz, open circuit voltage)
Cardiok] Cartridge: -27.5 dBV/Pa (4.22 mV)
Supercardiold Cartridge: -26.5 dBV/Pa (4.73 mV)
Ornnidirectional; 220 dBVPa (7.94 mv)

1 Pascal=04 di S,

Maximum Sound Pressure Level

{1 kHz at 1% Total Harmonic Distortion, 1 k{2 load)
Cardicid: 117.0 dB
Supercardioid: 116.0 dB
Ornnidirectional; 111.5 dB

Bignal to Noise Ratlo (referenced at 94 dB SPLY
Cardiold: 71.0 dB
Supsercardioid: 72.0 dB
Omnidirectional: 76.5 dB

Equivalent Output Nolse {A-weighted)

Cardicid: 23,048

Supercardioid: 22.0 d8

Ormpddirectional; 17.5 dB
Dynamic Range

94.0 dB

Common Mode Rejection
45 dbB mindmum, 10 Hz to 100 KHz

Bwitch Attenuation
50 dB minirmum

Preamplifier Output Clipping Level
~6 dBV (0.5 V)

Polarity
Posgitive sound pressure on diaphragm produces positive
voltage on pin 2 relative to pin 3 of output connacior,

Logic Connections (MX392 Only)
LED IN: Active low (= 1.0v), TTL compatible. Absolute
maximurn voltage: 0.7V to 50V.
SWITCH QUT: Adtive low {=0.5V), sinks up to 20mA,
TTL compatible. Absolute maximum vollage: ~0.7V o
24V {up to 50V through 3k,

Power Requirements
11 to 52 Vde phantom
2.0 mA current consumption

Environmental Requirements
Operating Temperature Range: ~18°Clo 57T C(0°F to
136° F)
Relative Humidity: 0 to 85%

Dimensions (Figure 9)

Certification
Eligible to bear CE Marking. Conforms to European EMC
Direclive BI/SIGEEC. Meets applicable tests and
performance oritera in European Standard ENS5103
{1996} parts 1 and 2, for residential (E1) and light
industrial (E2) environments.

REPLACEMENT PARTS

Omnidirectionat Cantridge .. ... ... . .... R183
Supercardioid Cartridge . ............... ... 164
Cardioid Cartridge ... .. ... e Ri85
12" {3.7m) Cable 3-Pin Miniature (kmnmmr {TASF}
tomale XKLR ..o oo C1e

NOTE: For technical data by Fax, phone 1-B00-488-3207
and follow the recorded instructions. For additional techni-
cal assistance, phone Shure at (847) 866-2200. In Europe,
phone 49-7131-72140.

BHURE, the Shure logo, and MICROFLEX are registered rade-
marks of Shure Incomporated.




L

iL

Belden 8761 Wiring Specifications
DESCRIPTION:

22 AWG (7X#30) TINNED COPPER, POLYETHYLENE INSULATION,
TWISTED BELDFOIL SHIELDED PAIR, 22 AWG STRANDED TINNED

COPPER DRAIN WIRE, PVC JACKET.

ELECTRICAL CHARACTERISTICS:

MAX. OPERATING VOLTAGE: 300 V RMS
MAX. CONTINUOUS CURRENT PER

CONDUCTOR @ 25 DEG. C: 2.9 AMPS

NOM. CAPACITANCE BETWEEN

CONDUCTORS @ 1 KHZ: 24 PF/FT

NOM. CAPACITANCE CONDUCTOR

TO SHIELD @ 1 KHZ* 47 PF/FT

NOM. INDUCTANCE OF PAIRS: 0.2 MICRO-H/FT.
NOM. CONDUCTOR DC RESISTANCE

@ 20 DEG. C: 16 OHMS/1000 FT.

NOM. IMPEDANCE: 64 OHMS

*ONE CONDUCTOR TO OTHER CONDUCTOR AND SHIELD

111 PHYSICAL CHARACTERISTICS:

TEMPERATURE RATING: =20 TO +60 DEG.C
INSULATION MATERIAL: POLYETHYLENE
JACKET MATERIAL (COLOR): PVC (CHROME)

TYPE SHIELD AND % COVERAGE:  ALUMJ/POLYESTER-100%

TWISTED PAIR LAY LENGTH: 1.5 " (8 TWIST/FT)

MAXIMUM PULLING TENSION: 35 LBS. ESTIMATED

MIN. BEND RADIUS: 1.75" ESTIMATED

NOM. WEIGHT/1000 FT. 16 LBS. ESTIMATED

APPLICABLE SPECIFICATIONS: UL TYPE CM OR AWM 2092
CEC C(UL)CM

COLOR CODE: BLACK/CLEAR

NOM. DIAMETER: A75" ESTIMATED

FLAME RESISTANCE: UL1581 VERTICAL TRAY




BusComm Incorporated

The testing actually begins in the first walk-through of the courtroom. This will allow the sound
engineer to look at different conditions in the courtroom that could affect the audio quality.
These conditions include acoustics and possible feedback situations. These are noted and
considered before a proposal is given to the customer.

Testing of the product is a three-step process:

1. Before any of the equipment is shipped to BusComm Incorporated, it is tested by the
manufacturer, considering the specifications outlined in the product manuals.

2. BusComm Incorporated conducts its own set of tests when the equipment arrives at
BusComm Incorporated. All of the products such as microphones, mixers, software,
hardware, etc. are all set up as a live courtroom in the BusComm set-up area. All of the
components are tested for malfunctions, errors and sound quality. This will ensure that
each installation at the court location is consistent with OSCA expectations.

3. At the customer location, all of the equipment is set up to the standards of the local
court. Testing is done with Mixer software on every microphone in the courtroom to
adjust for exact and proper noise levels. This will allow for the microphones and the
mixer to sort out certain levels of external noise (background noise) that have nothing to
do with the acceptable levels of audio for human speech. After the audio levels are to
the specification of the audio engineer, they will meet with the local court personnel on
fine-tuning the audio for them. They will then consult with Central Transcription to
ensure that the audio they receive is of high quality and easy to transcribe.




1400 1 BummerTree  Phope 636-225-5817

Springs Ave, Fax  636-861-0335
Bmail
vatterotirhotmail.com

Objective To Cbtain a permanent position in which I may utilize the expérience and the technical
skills T have gained as a Technical Support Specialist in the information technology field.

Professional expenience 1988 - present BusComm Inc. St Lowis, MO
Technical Support Specialist

*  As a Technical Support Specialist in the information technology field, responsible
for providing maintenance, service and support to most of Eastern MO and
Hlinois, Bxperience i DOS, Win3.11, Win95, Win98, WinMe, WinNT,
Win2000 LAN, WAN and CCTV. Instaliation of software and hardware for all
products supported by vendors. Bench and field repair of more than 20 types of
information and communication systems, including Seny ®, MNorelco and Philips
analog equipment. DV, VDI digital dictation systems, for hospitals, police
departments, and law firms. Racal analog and digital recorders for 911 centers,
financial fnstitutions and call centers. FIR digital courtroom recorders for
courtrooms and House of Representatives. Maintenance of the inventory, tools
and supphies required o identify and repair a wide range of problems on-site.
Training of all new analog service technicians and purchasing parts for the analog
division. Training of end users on the above software products.

Baducatior 1985 Vatterott College St. Louis, MO

Assuciate Degree

1986 Parloway ‘West High School St Louis, MO
Diplora

Certifications Certified Pervasive Professional October 2001
FIR Gold April 19499
Racal Mirra/Waordnet January 1999
Racal digital recorders August 1996
Exacorrm Farch 1996
Racal analog recorders Jarwuary 1993
Cindi VI Volcerynils Systems April 1991
Dviel Auntomated Attendants March 1991

Rederences Ciiven upon request




sbjective:

Experience:

Education:

Kevin Whittaker
(314) 535-3668

An interesting position with a growing company in search of individuals like myself who are
confident, hard working, self-motivated, eager to learn to utilize my past experiences in
becoming an asset if given the opportunity.

BusComm, Inc. St. Louis, Mo.
Technical Support Specialist August 13, 2001 to Present

Duties include inspection of emergency dispatch centers, health care facilities and federal courts to
meet end user and system requirements. Installation and configuration of digital voice recording
systems. Training of key personnel to use and troubleshoot system problems. Providing technical
assistance to resolve hardware and software related issues,

o Installation and training of FTR Court Reporter, FTR Monitor, FTR Player Plus and Log Notes
o Installation and training of Mirra and Word Net call monitoring systems
o Installation and technical support of Digital Voice Recording systems

Opinions, Incorporated ' St. Louis, Mo.
Network Administrator June 1, 1995 to December 30, 2000

Analyzed and tested computer programs and systems to identify errors and ensure conformance {o
standard operating levels. Formulated and reviewed plans outlining steps required developing
programs to meet staff and user requirements. Devised flow charts and diagrams to illustrate and
describe logical operational steps of programs. Converted detailed logical flow charts to languages
processible by a computer. Wrote documentation to describe installation and logical operation of
programs. Provided technical assistance and training to system users. Investigated and resolved
computer software and hardware problems of users. Answered client's inquires in person and via
telephone concerning the use of programming languages, operating systems and hardware.

o Built and maintained NT network environment-providing upgrades troubleshooting and
network maintenance.

o Ability to communicate and interact effectively with individuals of all levels.
o Able o handle multiple projects concurrently.
o An experienced team player, bring enthusiasm and energy into group efforts.

Metropolitan St. Louis Sewer District St. Louis, Mo.
Administrative Assistant January 7, 2001 to June 1, 2001

Common tasks included creation of templates and mail merging documents using Microsoft Word,
Excel and Power Point. Design of project timelines and charts using Microsoft Project. Transcribing,
dictation and typing letters along with other correspondence using Microsoft Word and Word Perfect.
Ordered materials, supplies and completed records and reports. Answered telephones, responded to
requests, delivered messages and ran errands. Reviewed files, records and other documents to
obtain information to respond to requests. Communicated with customers, employees, and other
individuals to disseminate or explain needed information.

Southwest Missouri State University Springfield, Mo.
COMPUTER INFORMATION SYSTEMS 1990-1995
Grade point average in Major 3.0

Four-Year Football Letterman

Participant — Division I-AA Playoffs

eferences: Available upon request




Bryan Darnell Lashley
6705 Ryan Crest
St Louis, MO 63033
(3143 7417022 Home, (314) 616-3341 Cell

Job Experience

Technical Support Specialist, BusComm Inc, Oct, 01 « Current

Technical support of veice, data, and transcription systems provided by various software/hardware vendors. Systems
include Dolbey Maxima, HTI MediScribe, FTR Reporter, Monitor, and Player Plus. Duties include installation,
configuration and on-going user support to meet end-user requirements. Training of key personnel 1o use system(s).
Provide techuical bardware and software support when needed.

Network Operations Control Specialist, Savvis Communications Oct 00 - Oct U1

Hetwork support of a global IP based ATM and Fraroe Relay network backbone. Includes troubleshooting enterprise
class networking gear such as Lucent 9000, 550 and 500 Enterprise Cascade switches, Lucent PSAX 2300 Multi-
service Gateway, Client-side PSAX 50, 100 units, Nortel Broadband Shasta units, Nortel Broadband Link nodes,
and Nortel ARN'g, Use HP OpenView and Lucent Cascade View for network management and troubleshooting,
Corrmunicate with backbone service providers such as Sprint, WorldCom, UUNet, Qwest, etc. to open trouble
tickets on teleo related outages. Test cireuits with teloo(s) to solve circuit problems. Monitor for network latency on
the backbone of the network. Department acted as central management for the global network.

LAN Administrator/Consultant, Broadus, Goins, Graham & Associates Sept 98 - Current

Installation and on-going hardware/software support of a single domain Windows NT Server network with 11
Windows 95, 98, 2000, clients. Network runs the MS Office suite of applications along with law specific programs
such as Collier TopForm Bankruptoy software and the LOIS law library, Fiom uses Microsoft Exchange 5.5 for
interoffice email and scheduling. Implemented secure remote access to the network via VPN and DSL connections.
Administer Microsoft Proxy packet filter firewall for Internet security.

LAN/WAN Adodnistrator, Eck Adams/Inteprated Furniture Solutions Feb 99 - Oct. 00

Administration of a 15 server, 100 workstation, Local and Wide Area Network spanning three cites using frame
relay as a backbone. The network ran PeopleSoft in both two and three tier modes. The network ran NT Server as
the network operating system and a combination of Windows NT Workstation, Windows 95 and Windows 98 as
clients. Responsible for the uptime and usability of the network and all desktop workstations in the entire company.
Managed all hardware/software support issues throughout the enterprise as well as the system backup, service pack
upgrades, security, and disaster recovery plans, Managed multiple Microsoft Exchange 5.5 servers for both internal
and external email. Managed file and print services. Managed a Fac8YS Fax server for the ability of users to both
send and receive faxes through the Exchange email system. Setup of Microsoft Proxy 2 in a packet filter
configuration for a secure ISDN connection to the Internet as well as assuring general security of the network.

Network Associates Sniffer Professional software for LAN monitoring. Used Adtran IQ View for WAN monitoring.
Advised management on current trends in the industry relating to LT, field. This was a single person administrator
position

Technical Support Specialist, Bridge Information 8§

stemy Aug 96 - Feb 99

Level 2 {out of 4 levels) support of a real-timie worldwide client/server financial data distribution network running
Windows NT Server 1.51 and 4.0, Weorkstations consisgted of a mix of Windows 3.11/95/98. My group also helped
maintain security for the network. Managed the server aspect of the system as well as the routers and Frame Relay
circuits of the WAN. Preformed System monitoring using HP OpenView suite of tools. Troubleshot server problems
escalated to the group from the level 1 technician(s). Upgraded and or reinstalled server software when necessary.

Role/Position - MarketWision Technical Support

Technical support and administration of a real-time worldwide financial data distribution network running SunO5S
UMLK on Sun Sparc SunStations. The primary application ran on an X-Windows GUI platform. Oversaw the
stability of the entire system {client and server). Troubleshot both client and server issues. Upgraded sofiware
remotely when nesded. Remotely monitor system for stability. Instructed field service technicians when needed.
Created a technical support web site to assist other support technicians,

Rede/Position - Enight-Ridder Financial Help Desk




Technical support of both real time and delayed financial data distribution network running all versions of Microsoft
Windows and DS, This helpdesk was responsible for both client and server aspects of this network. Troubleshot
client data and hardware issues. Upgraded server software as needed. Instructed field service technicians when
needed. Created a technical support web site to assist other support technicians,

List of Hardware/Software

Operating Systems

‘Windows NT Server and Terminal Server, Windows 3.1 and 3.11, Windows 95 and 98, Windows NT Workstation,
MNovell 3.12, Novell 4.5, Sun Solaris, RedHat Linux

Hardware
HP NetServer, HP Storage Systen/6, HP DLT 30's, 40's, and Autoloaders. HP Brio, HP Vectra, HP Pavilion, HP
Kavyak, Gateway 2000. HP AdvanceStack Hubs and Switches. Packeteer Packet Shaping Unit

WAN Hardware
Adtran DSU 1Q, Cisco 2610, 3610, 7513 Routers, Lucent 9000, 550, 500 Enterprise Switches, Lucent PSAX 2300,
100, 50 Multi-service Media Gateway, Nortel Broadband Shasta Node, Nortel ARN, Nortel BLN,

Sofitware (incomplete)

HP OpenView, Lucent Cascade View, Nortel Shasta Creation System, MS Office, M8 Exchange Server 5.5, MS
Internet Information Server 4.0, MS Proxy Server 2.0, Citrix MetaFrame 1.0, PeopleSoft Process Scheduler and
Application Server, FacSys Fax Server, Adtran 1Q View, Seagate Backup Exec, PCAnywhere, ModemShare 32,
FromtPage (all versions), Adobe Photoshop, Macromedia Dreamweaver, Network Associates Virus Scan (9x, NT),
Network Associates Sniffer Pro, perl scripting language, Black Ice Firewall Solutions.

College Education

Pursuing Associate Applied Science Information Systems Programmer/Analyst Option
5t. Louis Community College GPA 3.75 (4.0 Scale.) 45 out of 69 Credit howrs eammed  Jan 01 - Current

Certificate Of Computer Network Technology

Ranken Technical College, GPA 3.375 (4.0 Scale)  Aug 95 - May 97
- General Education

Southern Hiinois University At Bdwardsville Sept 92 - May 95

Other Education

Network Essentinls Certified Aug 99

Microsoft Class 1026 - Exchange Server 5.5 Concepts and Adoministration. May 99
Microsoft Class 973 - Exchange Server 5.5 Design and Implementation. July 99
Microsoft Class 689 - Supporting NT Server Enterprise Technologies  Oct. 99
PeopleSoft Tools § Application Development July 00
Activities/Organizations

Tota Phi Theta Fraternity Inc. May 93~ Present




BusComm Incorporated

This guarantee agreement is made by and between BusComm Incorporated, whose office
address is 11696 Lilburn Park, St. Louis, Missouri 63146 and Office of the State Courts
Administrator, (herein after “OSCA”"), whose address is 2112 Industrial Drive, Jefferson City,
Missouri, 65110,

BusComm Incorporated agrees to enter into an agreement with “OSCA” that all parts used in
conjunction with the Digital Recording System shall have a guarantee of 24-hour replacement
from the receipt of the service call. This guarantee shall include all parts and/or complete
malfunctioning units provided by BusComm Incorporated for the installation of the Digital
Recording System.
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11696 Lilbum Park
5t Louls, MO 63146
(314) 567-7755
(314) 567-0863 Fax




Guaranteed Maintenance Service Agreement

Basic Coverage

This is a Service Agreement between BusComm Incorporated (hereinafter referred to as
BusComm) and FTR Customer (hereinafter referred to as the Purchaser). The agreement
outlines the conditions whereby BusComm will provide service for the FTR Digital Court
Recording System.

1.

Basl

TERM

This Service Agreement becomes effective on (DATE), and will continue in effect until
(DATE).

SERVICE

Service is provided during normal business hours, (8am to 5pm) Monday through Friday,
with the exclusion of recognized holidays, at a charge of (AMOUNT) per year, which
charge is subject to the terms of Paragraph 6 herein. Service calls will be responded to
on a 24 hour a day, 7 day a week, 365 day a year basis, however, a charge will be made
for any service performed during times other than non-business hours. During business
hours, a Help Desk Technician is available to take each call and promptly dispatch our
technicians. Our Help Desk Technician can often answer your questions or refer them
to our system technicians so that they can respond quickly on your company’s behalf.

Replacement parts will be furnished and installed by BusComm Service Technicians at
no extra charge. The parts replaced become the property of BusComm.

Component parts, assemblies, or subassemblies may be replaced with new or
refurbished items at BusComm's option. If parts must be replaced due to causes other
than normal wear and tear, BusComm will charge the price in effect at the time for such
parts and all reasonable expenses associated with BusComm's cost to replace said
parts.

Under this Service agreement, BusComm resolves to work toward giving your System
availability approaching 100%. In order to do this, BusComm may, based on technical
judgments made by BusComm Service Technicians, request {o be able to monitor
machine functions via its Remote Diagnostics Facility (RDF), but always with the prior
knowledge, approval, and cooperation of the Purchaser. At such time BusComm may
also make changes to the resident software, but never in a way that would knowingly
disrupt normal operations, violate security, or disturb the Purchaser's records. In
addition, BusComm may, from time to time, recommend and initiate replacement of
suspect component parts at no expense to the Purchaser, but with their planned
cooperation regarding replacement work. This will always be done with every ifention
of minimizing disruption.  Finally, if BusComm deems it advisable for a Service
Technician to visit and perform machine or operational remediation on site, such a trip
will be initiated by BusComm, but with the full knowledge and cooperation of the
Purchaser. The full expenses for such travel including per diem, living expenses and all
incidental costs relating either to the trip or the service work will be paid by BusComm,

- Guararteed Maintenarnce Service Contract 1
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resulting in no cost to the Purchaser. An exception to this is if it is determined that the
problem developed from a part damaged by causes other than normal wear and tear.

The Purchaser will maintain the environmental conditions specified. These conditions
will be within the common envirenmental range of all systems components.

TITLE

Title to all documentation and software relating to the maintenance of the system shall
remain with BusComm. The Purchaser, as licensee, acknowledges that all such
documentation and software are proprietary and confidential, and will hold in confidence
all such information, as well as consequentially, BusComm will retain full title to the
software. The Purchaser will have the right to use such software as long as it owns the
product, and agrees to hold in confidence all technical and trade secret information,
including, without limitation, the content of and information relating to software, including
source code, object code, software updates supplied by BusComm in respect thereto, all
subsequent modification of code made by BusComm pursuant to maintenance andlor
diagnostic evaluation, and all documentation relating to any of the foregoing. The
Purchaser ensures that access to such information will be limited to employees who
must have access in order to use the system efficiently.

BusComm may remove any maintenance materials or diagnostic software at any time,
either temporarily or permanently. The diagnostic software provided to facilitate the
~ servicing of the system is not necessarily for the operation of basic system software.

4. EXCLUSIONS

Some Services may not be covered by this agreement. These items may be
referred to as Move/Add/Change and Purchaser is responsible for all charges including
the cost of parts, labor and travel (as listed in Section 7 of this Agreement) relating to:

a. Electrical work external to the equipment;

b. Maintenance of accessories, attachments, machines, or other devices not furnished
or manufactured by BusComm;

c. Repair of damages resulting from accident, neglect or misuse, fluctuations of
temperature or humidity, failure of electrical power, or causes other than ordinary use
including fires and acts of God, or resulting from maintenance or repair of the
equipment by persons other than BusComm personnel or its authorized
representatives, or damages caused by installation of third-party software (including
but not limited to PCAnywhere, Anti-Virus, Microsoft Word Microsoft Operating
Systems, Roxio CD Creator) not purchased from or authorized by BusComm,

d. Furnishing photographic material, magnetic or paper tapes, chart paper, headsets,
bar code labels, printer paper, flash cards, and other consumable items;

e. Adding or removing accessories, attachments, or other devices;

f.  Services rendered impractical due to alterations to the equipment, or because of
electrical or mechanical connections to equipment not supplied by BusComm;

g. Upgrading any third-party software needed to support the FTR, including but not
limited to PCAnywhere, Anti-Virus, Microsoft Word Microsoft Operating Systems,
Roxio CD Creator;

h. De-install/Re-install of transcriptionists;

Basic Guaranteed Maintenance Service Contract 2z
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i. New report formats;

i. Changes to existing report formats;

k. Setting up additional departments;

I Installing and training additional users;

m. Re-training existing staff,

n. Reloading software due to customer upgrades/changes, including but not limited to
PCAnywhere, Anti-Virus, Microsoft Word Microsoft Operating Systems, Roxio CD
Creator;

0. Connectivity to internet service provider from remote site to customer’s network;

p. Interfacing client's Virtual Private Network with remote site.

BusComm reserves the right to modify or delete any term of this Service Agreement
effective as of any anniversary date of the Agreement by giving thirty {30) days prior
written notice to the Purchaser. The Purchaser may then elect to accept the Agreement
with such modification(s) or deletion(s), or terminate the Agreement. Failure by the
purchaser to terminate within the thirty-day notice period will signify acceptance of the
Agreement as amended. As used in this Section, the term “modification” includes,
without limitation, changes in price, term or the character or extent of service, including
withdrawal of support for particular hardware or software systems or subsystems.

CHARGES

Charges for service provided under this Service Agreement are invoiced on an annual
basis and are payable upon receipt of invoice. The first annual Service Agreement
becomes effective following the warranty period, contingent upon receipt of payment in
full. If the continuity of Warranty/Service Agreement coverage is interrupted due to non-
receipt of payment from the Purchaser or issuance on ninety (90) days prior written
notice by BusComm or Purchaser, BusComm may require an on-site evaluation in order
to determine the condition of the Purchaser's system before a new Service Agreement
becomes effective. This right will also be assumed if any third party has provided
service before the Service Agreement goes into effect. The cost of parts, labor, and
travel to evaluate system under these circumstances, and all serviceable standards of
operation as reasonably deemed necessary by BusComm, will be the responsibility of
the Purchaser. BusComm will assess late charges of one and one-half percent (1 1/2)
% per month for over thirty (30) days. Service coverage may be discontinued by
BusComm for non-payment of any invoices sixty (60) days beyond due date. Any
portion of payment received is deemed acceptance of the terms conditions of this
agreement.

Changes in equipment specifications, attachments, or features may result in an
adjustment of Service charges. The Service charges for equipment not covered by the
Service Agreement will be the current published rate at the time the equipment is added,
and will be prorated to coincide with the anniversary date of this Service Agreement. All
future purchases for this system will be automatically added to this main service contract
and you will receive a pro-rated invoice.

BusComm reserves the right to discontinue service for non-payment of overdue
involices.




RATES

The following rates apply to Services not covered by this Agreement. There is a one-
hour minimum charge for all labor.

Labor

Move/Add/Change — Normal Business Hours $125.00 per hour
After-Hours Service or Move/Add/Change $187.50 per hour
Sunday/Holiday Service or Move/Add/Change $250.00 per hour
Travel

Normal Business Hours $62.50 per hour
After-Hours $93.75 per hour
Sunday/Holiday $125.00 per hour
GENERAL

BusComm’s obligations hereunder are subject to delays caused by labor difficulties,
fires, casualties and accidents; acts of the elements; acls of public enemy;
transportation difficulties; inability to obtain equipment, materials or gualified labor
sufficient to fill its orders; government interference or regulations and other causes
beyond BusComm's control.

Any or all of BusComm’s rights or obligations under this Service Agreement may bye
assigned by BusComm with notice to the purchaser, and will be exercised by any
assignee thereof.

BusComm's liability to the Purchaser for damages of any nature, whether in contract
or tort, including negligence, shall not exceed the total charges paid or payable
during one year under the Service Agreement.

No action arising out of the performance of services under this Service Agreement
whether in contract or tort, including negligence, may be brought by either party more
than one year after the cause of action accrues; provided, however, that any action
for non-payment may be brought at any time within the applicable statute of
limitations period.

in no event will BusComm be liable for any loss of date, lost charges, or special
indirect or consequential damages.

BusComm disclaims all warranties, including ail warranties or merchantability and
fitness for a particular purpose.

Any controversy arising from this Service Agreement shall be governed by the laws
of the State of Missouri.

This agreement shall become effective on its date and shall remain in force for a period of one
year and from year to year thereafter unless terminated by either party upon written notice given
to the other party at least thirty (30) days prior to the end of the first year or subsequent year.
No refund or pro-rating on the remainder of the contract is allowed. This agreement is not
transferable and becomes void upon sale of the equipment.
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This Service Agreement replaces and supercedes any previous Service Agreement between
the parties, and constitutes the entire Service Agreement between the parties with respect o
the subject matter hereof.

BusComm Incorporated Service Agreement
By their duly authorized representatives

BusComm Incorporated Purchaser

By: By:

Contract Manager Authorized Signature

Date: Date:
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BusComm lncnrpm*ated

Warranty |

For a period of 90 days following installation of the Digital Recording System, BusComm
Incorporated warrants (a) that the Software and/or Hardware furnished hereunder shall be free
from material defects in workmanship and materials and shall operate in conformity with the
performance capabilities, specifications, functions and other descriptions and standards
applicable;

(b) that the Software and/or Hardware is free of all computer viruses;
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